
Tour Coordinator 
 

1. Ensures that plans are in place for each Club ski tour. 

2. Gathers ski tour information from ski resorts, tour companies, hotels and bus lines. 

3. Makes recommendations to the Executive regarding the location of ski tours, dates of ski tours, 
carriers, and accommodation. 

4. Negotiates and signs the contracts for tours approved by the Executive. Ensures that all 
contracts are in writing and conform to Club policy. 

5. Arranges and advises Tour Hosts. 

5.1 Serves as the Executive member to whom the Tour Hosts report. 

5.2 Selects and assigns the Tour Hosts. 

5.3 Provides orientation for the Tour Hosts. 

5.4 Ensures an electronic copy of the Tour Hosts Handbook is maintained and hard copies are 
produced as needed for the Tour Hosts. Executive members who have Club financial 
account signing authority shall receive a hard copy of the complete Tour Hosts Handbook. 

5.5 Retains originals of all ski tour registration forms. 

5.6 Debriefs the Tour Hosts at the conclusion of the trip. 

6. Receives statements of deposits and the Reservation and Payment Forms from the Tour Hosts 
and informs the Treasurer of the amount of each deposit forthwith. 

7. Receives all invoices for tours, checks them with the Tour Hosts, and gives the Treasurer 
approval to pay the amounts owed. 

8. Approves refunds from the Cancellation Fund to members. 

8.1 If the reason for cancellation is medical, death, or a situation where the Club does not lose 
money, the Tour Coordinator makes the decision. 

8.2 For other situations the Tour Coordinator brings the matter to the Executive for 
consideration. 

9. Receives all Rate Adjustment Requests, checks them and gives the Treasurer approval to refund 
or to collect the amounts requested. 

10. Keeps the Executive informed regarding the progress of each trip. 

11. Ensures that all Tour Hosts provide a list of participants to the Membership Coordinator. 

12. Provides the Webmaster and the Communications Coordinator with pertinent information 
about up-coming Club tours. 

13. Provides the Treasurer with copies of contracts when required, and the originals of invoices and 
receipts. 

14. Provides the Treasurer with receipts for budgeted operating costs (postage, phone, fax, 
stationery, photocopying) for reimbursement of expenses. 

15. Attends Executive meetings and contributes to the functioning of the Club. 

Approved July 2, 2008, Revised June 9, 2010, Revised December 1, 2010, Revised April 1, 2011, Revised May 4, 2011, 

Revised August 1, 2012, Revised May 1, 2013, Revised June 25, 2014 

 


