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COP Event Definitions

What constitutes a COP Event as opposed to a regular trip?
COP Events typically

1 Require special preparation, arrangement of facilities.

1 Incur a charge, and often serve as fundraisers for COP.

1 Often require pre-registration.

1 Invite the non-member public.

I Are often formal classes rather than informal instruction.

1 Have management and support personnel that manage the experience, rather than share in it

1 Often re-occur yearly.

What constitutes a fpecial EventQas defined by our Insurance Company?
Any activity where we:

1) invite the General Public to participate and

2) money changes hands

Why is this important?

Because we are required to notify the Insurance company of Special Events in Advance, and

In addition to our yearly insurance bill, we are charged for Insurance for each Special Event, by the participant day. Which
means we pay more and we pay on everyone involved, not just the non-members?

When you are setting fees for your event, please remember that COP will bear a cost of approximately $4 per participant day
to cover insurance and other overhead.

2010 - Insurance Company has been provided the required advance notice for :
1 all bike tours listed on the Fridge poster
1 All Quickstart, ERK, Family Kayak, Sea Kayak Rescue classes and related trips as per Beth Thomae
1 Backpack class
11 2011 Kayak 182
1 2011 WFA
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What the COP Office can do for you:

Layout for Information/Registration Form

Provide Insurance Company the required advance notice of our offering a Special Event
Obtain insurance certificates for your event facilities

Handle information inquiries

Do Event registration (at Presidents discretion)

- Run registration lists by name, registration number and/or zip code

- Run packet labels

- Run mailing labels

*  Pay the bills

COP Office Does NOT do for you

Handle your printing and mailing

Make your deposits

Fill out pay orders for you

Return items to the storage locker for you

Order arrow paint supplies (tour leaders need to coordinate on this one)

What Your Fellow Members of COP Need From You

Cop relies on volunteers to run our programs. However, we are still a 501(c) (3) organization and as such, we need our
volunteers to

7 Follow General Accounting Principles (see paying the bills section)

Provide Documentation (see paying the bills section)

File your Paperwork in a Timely Manner (see Summary of Deadlines)

Conduct themselves and COP Events/Activities as a reasonably prudent person would.
We need the releases, always.

=A =4 =4 -4 -4

If your event had the release on the registration form, we still need a release from the volunteers running the event.

The release needs information including the Event Name, Date and Leaders Name,
Plus for each participant:
 name,
9 address
1 membership number (if taking member discount)
1 And amount paid.

Bicycle Budget tours use the “Budget Tour Release”, 1 person per page, all information filled in including the amount paid
and membership number (if applicable). These releases are padded 100 per pad, and kept in the Bicycle Storage Locker.

Other Bike Tours, Boating Classes and Special Events use a custom made registration form/release that is one participant per
page. These are usually a collaboration between you and the newsletter editor.

It is very difficult to do the data entry from the regular, many-people-per-page-release. Especially since that release does not
have a field for the amount paid.

What the COP Office Needs from You Prior to Your Event

The Office needs to send a list of Special Events to our Insurance agent before the Event happens. (2008)

You need to notify the office of event dates by
December 1™ - events happening in January, February and March
February 1" - events in April, May and June
June 1 - events in July, August and September
September 1 - events in October, November and December

For July- October 2010 this information needs to be sent to the office by mid-June, unless it was on the Fridge Poster or
boating class list provided by Beth Thomae in March.
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Before You Send Out Registration Information/forms...(Or the month in which your registration form will be in the

newsletter

Information about the event (if not covered in the newsletter), Common questions the office will get are
a) Where
b) When
¢) Time

d) how to get to the starting point

¢)  difficulty level

) # of snack stops and hills

g) Confirmation letter. Even if you are doing the registration, people will call the office with questions that can
usually be answered by reading the information sent to participants.

If the office is handling your registration, your rosters will include the following unless otherwise specified,

1) Name
2) Registration number

3)  Street Address

4) City
5) State
6) Zip code

7) Amount paid
8) Order items such as t-shirts, breakfast, bus seat, gym space etc.

9) COP Member number

If your applications need to be screened:
9 information about what to look for
1 who to accept,
1 When to call you.

Other information that can be tracked by the computer includes (assuming you asked for the info on your registration form)

1 Age 1 Will use own gear

1 County 1 Height

1 gender, T  Weight

1 How many times participated in this event? Swim Good, Fair or Poor
1 Prior Experience T Dietary restrictions

9 First time 9 Known health issues

9 Need to rent COP Gear E-mail address.
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