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I.
General


The intent and purpose of this guide is to describe in detail the procedures to follow in organizing and 
executing events on behalf of the Chinklacamoose Chapter of ABATE of PA. This is to provide 
standard operating procedures to ensure that the event(s) will be run uniformly from year to year and is to serve as a guide for committee chairperson and members alike.  All committee members must be active members of the Chapter.

II.
Event Staff


Chairperson Responsibilities:

The event chairperson is the individual who comes up with the idea and accepts planning for an event. This person will be present at and responsible for all events planning which includes:

· Appointing Co-Chairperson

The Co-Chair will assume all responsibilities of event if Chairperson is unable to serve for an emergency reason.

· Establishing Committee & Assignments*

Request volunteers and establish a committee that is compromised of at least five (5) if not ten (10) people to adequately cover all of the event responsibilities.*  You will be delegating some of these responsibilities to your committee members therefore, select reliable and dependable committee members.  Assignments should be made to committee volunteers by the chairperson or co-chairperson for the day of event activities i.e. Chinese auction, door prizes, 50/50, registration assistance etc.  The Chair shall not cast votes during committee voting if/when necessary as they shall be the tie breaking vote if one is needed.
*If unable to acquire the minimum people to form the committee the Chairperson must make decision to do one of the following, 1) Recall the event; 2) Request more volunteers from membership to obtain minimum people required; or 3) Request exemption of the requirement from the Board.

· Scheduling Event Meetings

Scheduling of meetings should be discussed and agreeable by the majority of the committee.  The date, time, and location shall be set and announced by the chairperson or co-chairperson.  Frequency of meetings is set by the chairperson or co-chairperson.  Recommendation by the Chapter to meet at least three (3) times prior to an event and to also meet immediately before (7 days) an event to plan and take care of last minute changes or unexpected conflicts with the event.  Recommendation by the Chapter to utilize Gold & Platinum sponsors for meeting locations.  

· Reporting to Chapter & Final Report*

The chairperson will report to the membership monthly during the Chapter meeting on the progress of the event planning up to the date of the event.  The chairperson will provide to the membership a final report that includes all event details i.e. amount raised, number attended, highlights etc. within 30 days of the event.  This includes submission of the final reports to the Board of the Chapter to include the following (if applicable to event):

· Registration Waivers

· Summary of Event Winners (50/50, Chinese Auction, Dice Run etc.)

· Summary of Income and Expenses for the event

*If unable to meet reporting deadlines, the chairperson must request an extension of 30 days from the Board.

· Reporting to Treasurer*

The chairperson will provide a “Financial Report Form” to the Treasurer within 30 days of the event closing.  Please see “Exhibit A” – Financial Report Form.  This must be completed in detail for each day of an event.  Please see additional requirements under the “Money” section of this guide for information on money handling, utilizing/labeling bank bags, and charitable bank account information requirements.

*If unable to meet reporting deadlines, the chairperson must request an extension of 30 days from the Board.

· Officer Contact & Coordination

The chairperson will coordinate appropriately with the below Chapter officers:

Treasurer – Coordinate financial issues/reporting, small games of chance license, & purchase of insurance if needed for an event

Road Captain – Coordinate review & dry run of any route plans for dice runs 

Sergeant at Arms – Coordinate any security requirements & money handling

Public Relations – Coordinate any public notices, articles, and announcements

Board – Coordinate all waiver and reports submission within 30 days of event closure

Committee Responsibilities

If you are a volunteer on a committee you must be available to attend the majority of the event meetings scheduled and willing to participate and accept delegation of responsibilities the day of the event.  If you experience difficulty in your time commitment, please notify the chairperson or co-chairperson as soon as possible so they can make other arrangements/assignments as
necessary.  Report any illegal or detrimental violations to Sergeant at Arms or Security team.

III.
Event Rules & Guidelines

· Gate Duty Armbands/Waivers

If the event involves a gate fee or any participation/involvement in the event (i.e. rodeo, bike show, dice run etc.) then you are required to have the participant sign a waiver and receive an armband.  The amount of the gate fee is to be set by the committee and collected by a Chapter/committee member only.  

· The committee will need to obtain and utilize the Chapters Waiver Book.  This is available from the chapter’s property inventory.  All signed waivers for an event must be submitted to the Chapter Board within 30 days of event closure.

· Event committee will need to establish and decide how many members are needed to operate the gate/registration for an event.  Recommendation to have at least two (2) members assigned to registration.

· All monies collected shall be secured in a bank bag and be the responsibility of an assigned committee member until transferred to the chair or co-chair of the committee.

· Armbands are required to be worn on the participant’s wrist for the entire duration of an event.  There are no exceptions.  If participant does not follow the rule, they will be instructed to leave by the security. 

· The committee will need to obtain the armbands form the Chapter’s property inventory; if additional supply needed, the Chapter treasurer will purchase and provide to the committee.

· Alcohol

If the event involves alcohol purchases by the Chapter/committee the guidelines are as follows:

· Must obtain insurance for the event; coordinate with Treasurer on purchase of such insurance from our State of PA office.  There is a fee for such insurance that will need to be recovered from the event proceeds.

· Review & confirm all participants are 21 years of age (legal PA age) by reviewing their legal identification card or driver’s license – no exceptions.

· Existing Chapter motion is that the Chapter will only authorize one keg be purchased for an event.

· Event committee will need to have meeting and discussion on approval of additional purchases alcohol which includes recovering the costs from the event proceeds.  Majority vote will decide.

· Coordinate security plan with the Sergeant at Arms at ALL alcohol related events.

· Security

Security and safety are very important to the Chapter.  Each committee chair (co-chair) is responsible for coordinating the following with the Sergeant at Arms for their event(s):

· Security assignments for event to include roving and stationary male and female team members with radio/communication device through the duration of the event.

· Event details to include length of the event and anticipated number of people attending event.

· Notification to participants at all events that “NO DRUGS, NO WEAPONS, NO FIREWORKS, NO ATTITUDES ALLOWED” must be posted at sign up.

· Security team members assigned to an event have all responsibility for notifying, removing, and resolving uncooperative or violators of the notification and will contact the proper legal authorities to assist if needed.

· See “Exhibit B – Security Team Guidelines” for additional instructions and responsibilities.

· Money

Each committee chair (co-chair) is responsible for coordinating the following with the Chapter Treasurer for money handling and assignments for an event to include:

· Collection assignments to committee members 

· Proper handling and labeling of all bank bags (Gate, 50/50, Chinese Auction…)

· Establishing and setting gate fee 

· Selling 50/50s and having copy of small games chance license available on site.

· Selling raffle chances and having small games chance license available on site.

· Establishing list of income and expenses for event utilizing the “Exhibit A - Financial Report Form”.

· Committee Chair responsible for income expense report, not Treasurer; must be turned in with Committee report.

· All monies collected at an event must be counted and verified by the Sergeant at Arms/Assistant Sergeant at Arms to verify and confirm amount and transfer to Treasurer Coordinating follow up meeting within 24 hours of an event to provide Treasurer with all monies collected and all receipts/reports for expenses to be reimbursed (if any); the Treasurer will transfer and coordinate all monies with the State Office. If unable to meet the deadline, must have an extension approved by Board.

· Site Location

The Chapter has an existing motion that states only active gold or platinum sponsors shall be used to host or be included in an event within gold or platinum territory.  Coordination with the Chapter membership officer of recommended sponsors is required.

· Sponsors should all be used at least once per year of activation.

· Sponsors that have overnight accommodations should be used if possible for events with this need.

· Chair or co-chair shall be responsible for informing, communicating, and finalizing all planning details with site representative.

· On paper details are recommended for each event to eliminate any misunderstandings or confusion at time of event.

· If an alternate location is desired and is not a current gold/platinum sponsor a request for approval of such location must be made to the Chapter Board.

· Door Prize(s)

The Chapter has historically requested door prize donations from local businesses, sponsors and members by assigning someone on the committee to represent the Chapter and the request.  These below guidelines are recommended to be followed by committee members:

· Create a formal request letter on behalf of the Chapter that explains the event.

· Maintain a list of potential donators and keep updated to assure duplicate requests aren’t done for an event.  Committee chairs coordinating events being held during same time frames shall meet to review, discuss, and avoid duplicated or overburdened requests to donators.

· Maintain a list of donators and winners of the door prizes for an event to submit with event reports that are required to be given to the Chapter Board after the event conclusion.

· All event participants shall receive one door prize ticket at an event.  

· The committee will need to obtain these tickets from the Chapter property inventory or request the treasurer to purchase such tickets if needed.

· Participant needs to be present to win.

· All door prize tickets shall be secured in a container until time of drawing and awarding door prizes.

· Establish a set time to announce door prize winners.

· If door prizes are not needed for an event, they should be given to the Chapter to use in another event.

· All contributors of door prizes should be sent a formal thank you on behalf of the event committee within two (2) weeks of event closing.  Use of thank you letter or cards is recommended.

· 50/50(s)

The Chapter is permitted to sell 50/50 tickets under their small games of chance license that is maintained by the Chapter treasurer.  Below are guidelines that should be followed if holding a 50/50 during an event:

· Ticket prices are: 1 for $1; 3 for $2; 12 for $5.

· 50% of the money collected goes to the winner; 50% of the money collected goes to the event as income.

· All monies collected shall be secured in a bank bag and be the responsibility of an assigned committee member until transferred to the chair or co-chair of the event.

· Committee shall determine prior to an event if participant needs to be present to win, if so, must have this posted or explained to all participants.  If not, must obtain name and phone number on back of ticket by all participants.

· All 50/50 tickets shall be secured in a container until time of drawing.

· Establish a set time to announce winner.

· Drawing the winning ticket should be done by someone not on the committee.

· If need not be present to win established by committee, the committee is also responsible for appointing a member to be responsible for securing and transporting the money to the winner.

· 50/50 containers are available from the Chapter property and inventory and should be used by the committee for all events.

· Chinese Auction

The Chapter has historically requested Chinese auction donations from local business sponsors and members by assigning someone on the committee to represent the Chapter and the request.  These below guidelines are recommended to be followed by committee members:

· Create a formal request letter on behalf of the Chapter that explains the event.

· Maintain a list of potential donators and keep updated to assure duplicate requests aren’t done for an event.  Committee chairs coordinating events being held during same time frames shall meet to review, discuss, and avoid duplicate or overburdened requests to donators.

· Maintain a list of donators and winners of the Chinese auction items for an event to submit with event reports that are required to be given to the Chapter Board after the event conclusion.

· Ticket prices are:  1 for $1; 3 for $2; 12 for $5.

· All monies collected shall be secured in a bank bag and be the responsibility of an assigned committee member until transferred to the treasurer of the Chapter.

· The committee will need to obtain these tickets from the Chapter property inventory or request the treasurer to purchase such tickets if needed.

· Name and phone number must be on back of all tickets; if ticket doesn't have name and phone number it shall become void.

· Establish a set time to announce Chinese auction winners.

· If winner of an item is not present; it is the responsibility of the committee chair or co-chair to appoint a member of the committee to transfer the item to the winner within 30 days.

· If Chinese auction items are not needed for an event, they should be given to the Chapter to use in another event.

· All contributors of Chinese Auction items should be sent a formal thank you on behalf of the event committee within two (2) weeks of event closing.  Use of thank you letter or cards is recommended.

· The Chapter has a Chinese auction stand with numbered cups for use at the event and is available from the Chapter property and inventory.  This stand should be used by the committee for all events.  

· Raffle Chances

The Chapter is permitted to sell special chance tickets under their small games of chance license that is maintained by the Chapter treasurer.  Below are guidelines that should be followed if holding a special chance during an event:

· Establish and confirm ticket prices. i.e. 1 for $1; 3 for $2.

· Name, address and phone number must be on all tickets.

· All raffle chances are a “must not be present to win”.

· The committee will need to coordinate design and purchase of such tickets or seek sponsor of creating such tickets.

· All monies collected shall be secured in a bank bag and be the responsibility of an assigned committee member until transferred to the chair or co-chair of the committee.

· All tickets shall be secured in a container until time of drawing.

· Establish a set time to announce winner.

· Drawing the winning ticket should be done by someone not on the committee.

· The committee is responsible for appointing a member of the committee to be responsible for notifying, securing and delivering the item to the winner within 30 days of event.

· If items are unclaimed or not needed for an event, they should be given to the Chapter to use in another event.

· Ticket containers are available from the Chapter property and inventory and should be used by the committee for all events.

· Car Show(s)

Please see “Exhibit G” for information


· Bike Show(s)


Please see “Exhibit E” for information
· Classifications

· Ballots

· General Instructions

· Dice Run(s)


Please see “Exhibit H” for information
· PACK Ride(s)

The first thing any member should think of when it comes to planning a pack rides is safety.  

(1) When you plan a pack ride you must remember that you will have riders with varied


amounts of riding experience, and anything can happen, therefore prepare for anything.

(2) After putting your committee together you should try to set up your stops keeping a 


slower time frame in mind to allow your riders time at your stops also allow your committee


personal time to do dice rolls, 50/50 during the stop.

(3)
In your planning stages keep in mind that parking, access to and from each location, the

size of your location and their ability to handle a group of your size are very important.  Try to plan for larger than you expected it’s always best to be over prepared than under prepared.

(4) After setting your stops contact your Road Captain and Sgt. at arms with this information



so pre-runs can be set up to check road conditions incase changes need to be made.  
Also, coordinate use of the chapter radios, chapter medical kit, and staff security dew rags and arm bands as required.

(5) When planning a pack ride you should plan for people that might be in cars or trucks.  There
should be some kind of sign made up marking each of the vehicles to identify their involvement in the ride.  This is important so they don’t get separated from the bikes at intersections or stops etc.  Also those people are going to need instructions on how a pack ride is run and to expect anything and to be prepared to stop if anything should happen in the pack.  Advise them to keep a reasonable distance behind the last bikes in the pack in case of an incident. 

(6) Request assistance from county control by contacting them and giving them a heads up as to


how many involved or expected to be involved in your ride and your planned route.
(7) We have had a great relationship with the local fire police and fire companies as they can be
a very effective tool too when it comes to safety and getting through intersections.  This may require a donation of some kind from your committee but it can be well worth it.  Also recommendation is made to speak with the local police if just to pass on the information about your ride and its route so if needed he can inform you of upcoming road changes.

(8) The state of PA does allow side by side riding but in the past we have discouraged this
practice for the simple reason if an animal should run out or something else you would be giving up and avenue of escape for you or the one riding beside you. 

(9) Work hand in hand with your Road Captain and your Sgt. at Arms and their staff when

setting up your ride.  Let them guide you and your committee on who to use and when to 


use for blocking intersections and entering and leaving your stops.

(10) The chairman of the committee should assign a committee person to contact all stops


with approximate arrival time and number of people that will be attending.

· Bike Rodeo(s)

Please see Exhibit “F” for information
· Game Descriptions

· Registration Form

· Score Sheets

· Equipment List

· Layout of Area Details
· Charitable Chapter Events

The Chapter requires that all charitable events be self-supporting.

· Non-Charitable Chapter Events 

The Chapter historically has held four events per year that are non-charitable and non-self supporting.  It should be the intent of the committee for such events to recover all expenses and incur no losses.  Any profits that are gained from these events are invested into the Chapter operating funds in order to sustain an operational budget.  Any losses that occur may be covered by the Chapter up to a limited amount and the remaining losses should be the responsibility of the committee by attempting recovery to remedy the loss as coordinated and decided with the Board.  These events are:

· Annual Chapter Christmas Party (first or second Saturday of January)

· Annual Spring Overnight Mountain Run (last weekend of May)

· Annual Halloween Party (third or fourth Saturday of October)

· Advertising/Publications

The public relations officer will be responsible for the following:

 - Posting event on ABATE of PA website & Chapter website

 - Placing event on other “public notices” of the media (Gantdaily, Progress etc.)

 - Placing event in the Ad Bargain

 - Placing event on Channel 3 of Atlantic Broadband Cable, T.V.

 - Coordinating pre-event & post-event news articles of the event (Progress)

· Exhibit A – Financial Report Form

· Exhibit B – Security Team Guidelines

· Exhibit C – Waiver and Registration Forms


- Waiver Form


- Registration Forms


- 

· Exhibit D - Inventory/Reserving Chapter Property

The Chapter has a property inventory list.  Any of these items are available to a committee for use during an event.  All items are not currently located in one area, therefore it is recommended that the list be used to check off what is needed and coordinate with those responsible for housing the item for obtaining prior to an event.  All property should be returned immediately following an event or within one week of event conclusion.  It is also noted that the responsible person housing the item will assure the delivery and return of such items.

Exhibit D

Property Inventory List

	Item Name
	WHO HAS IT
	DATE PURCHASED
	FROM
	VALUE



	ABATE ACCOMPLISHMENTS BANNER
	DAVE EVANS
	03/04/08
	Decals & More
	$248.50

	
	
	
	
	

	ARMBANDS
	Micki Renaud
	
	
	

	
	
	
	
	

	BANK BAGS
	
	
	
	

	- 50/50 (2)
	Micki Renaud
	
	
	

	- Chinese Auction ()
	Micki Renaud
	
	
	

	- Chances (1)
	Micki Renaud
	
	
	

	- Gate (2)
	Micki Renaud
	
	
	

	- Miscellaneous (1)
	Micki Renaud
	
	
	

	- Blank (to be labeled) (2)
	Dave Evans
	
	
	

	
	
	
	
	

	BINDERS
	
	
	
	

	- Dice Roll Tally Sheets
	Dave Evans
	05/01/2007
	Diane Shaw
	Donated

	- Waivers/Registrations
	Dave Evans
	05/01/2007
	Diane Shaw
	Donated

	
	
	
	
	

	CHINESE AUCTION STAND (2)
	Tobey Wingard
	07/01/2008
	Toby Wingard
	Donated

	
	
	
	
	

	
	
	
	
	

	CONTAINERS
	
	
	
	

	- 50/50 (2)
	Micki Renaud
	
	
	

	- Chinese Auction Tickets (2)
	Micki Renaud
	
	
	

	- Chinese Auction Item Containers (?)
	Micki Renaud
	09/22/2007
	?
	$8.48

	- Door Prize Tickets (2)
	Micki Renaud
	
	
	

	- Food Bank Donations (3)
	Dave Evans
	08/01/2008
	Diane Shaw
	Donated

	- Miscellaneous (2)
	Dave Evans
	08/01/2008
	Diane Shaw 
	Donated

	- Special Chances (1)
	Dave Evans
	08/01/2008
	Richard McCracken
	Donated

	
	
	
	
	

	
	
	
	
	

	COPY PAPER (case for yearly stock)
	Micki Renaud
	03/06/2008
	Commercial Printing
	$16.48

	
	
	
	
	

	FORMS – Exhibit C of CPG
	
	
	
	

	 - Bike Games Classifications
	Template - Dave Evans
	
	
	

	 - Bike Show Ballots
	Template - Dave Evans
	
	
	

	 - Bike Show Classifications
	Template - Dave Evans
	
	
	

	 - Dice Run Score Sheet
	Template - Dave Evans
	
	
	

	 - Registration/Waiver Form
	Template - Dave Evans
	
	
	

	
	
	
	
	

	GAMES INVENTORY
	Mike Lanich
	
	
	

	
	
	
	
	

	
	
	
	
	

	PADDLE WHEEL & PADDLES
	Denny Traveny
	02/02/2008
	Coalport Moose
	$300

	
	
	
	
	

	
	
	
	
	

	PAPER CUTTER
	Micki Renaud
	03/06/2008
	Commercial Printing
	$100

	
	
	
	
	

	SIGNS
	
	
	
	

	- All Classifications Are Final (2)
	Dave Evans
	08/01/2008
	Winters Signs
	Donated

	- Camping Signs & Posts (?)
	Dave Evans
	06/07/2006
	?
	$120

	- Car Show Registration (1)
	Dave Evans
	08/01/2008
	Winters Signs
	Donated

	- Chinklacamoose (1)
	Dave Evans
	08/01/2008
	Winters Signs
	Donated

	- Bike Games Registration (1)
	Dave Evans
	08/01/2008
	Winters Signs
	Donated

	- Bike Show Registration (1)
	Dave Evans
	08/01/2008
	Winters Signs
	Donated

	- Brothers Camping (1)
	Dave Evans
	08/01/2008
	Winters Signs
	Donated

	- Chinese Auction (2) 
	Dave Evans
	08/01/2008
	Winters Signs
	Donated

	- Dice Run Registration (1)
	Dave Evans
	08/01/2008
	Winters Signs
	Donated

	- Directional Arrow Signs (2)
	Dave Evans
	08/01/2008
	Winters Signs
	Donated

	
	
	
	
	

	SUPPLIES (small bin includes all)
	
	
	
	

	- Markers/Pens 
	
	
	
	

	- Paper Plates
	
	
	
	

	- Scissors
	
	
	
	

	- Tickets (3 rolls avail., red, white, blue)
	
	
	
	

	- Tape 
	
	
	
	

	- 
	
	
	
	

	
	
	
	
	

	TABLE (size)
	Micki Renaud
	
	
	$16.96

	
	
	
	
	

	
	
	
	
	




