Updated May/2011     
                                                RALLYMASTER’S GUIDE

                                         PERFECT CIRCLE CHAPTER, F.M.C.A.        
This guide is designed to help you plan a rally. It should be self-explanatory as you read it through. Should you have any questions or require further clarification on any points, please feel free to contact the Wagonmaster (1st VP) who will be happy to assist you in any possible way.

Location: 
It is up to you to decide on location .You can decide if you want to hold the rally at a campground, parking lot, or open field .Should you decide to hold it at a location where facilities (water, electric, and sewer) are not available, you should stipulate that the week-end will be “dry camp” and advise where the closest dump station is located. Check if the owner or manager of the rally site requires a certificate showing liability insurance. This can be obtained from F.M.C.A. so long as you request it in advance.
Committees: 
You do not have to host the rally by yourself. Assign committees. Get new people involved! Your responsibility is to “organize” the rally within the guidelines .You will need help in parking, registration, food, etc. You will need direction signs, local maps, registration kits, coach numbers for windshields, garbage cans and security (if required).For spring rallies, if so   required, request donations and gifts from sponsors .Get the recent list of sponsors from past rallymasters .  

Budget/Rally Fees: 
It is up to you to establish a budget and what rally fees will be charged .It should be based on costs for such things as all food required, entertainment, campground fee (if applicable), etc. The cost of meals at restaurants, golf, etc, may be extra but this fact should be made known when you draw up the agenda and should be noted on the registration form. Estimate the cost per coach and the number of coaches expected .The rally fee should cover the cost of the rally with perhaps the exception of the Spring Rally, for which you may request a Perfect Circle financial contribution if necessary .The rally fee cannot be used to purchase alcoholic beverages.Please remind rally attendees that “all personal alcoholic beverage containers must be appropriately and discretely concealed at all Perfect Circle Events”.
If the rally expenses are more than $ 50.00 over budget, they must either ask the Executive to approve the overage or cut back on their expenses.

Rally Equipment:
The Chapter owns a PA system, coffee pots for tea and coffee, and other rally related equipment /supplies ***These are available for you to pick up in advance of the rally by contacting ONLY the Inventory Co-Coordinator .The inventory available is posted on the Perfect Circle web site. Please ensure all items are returned to the Inventory Co-Coordinator at the close of the rally in the same condition you received them.

Agenda: 
Once you have decided on the dates and location, you should plan an agenda (schedule of events) outlining what is planned for each day with times, specific locations, sightseeing options(if applicable) and include any pertinent information about the rally, i.e. “bring your mugs for morning coffee”, “monitor channel 14”, “wear your name tags at all times”, etc. The spring rally should have a time and location scheduled for the Membership and Merchandise Chairpersons to carry out their duties. Your agenda should be forwarded (by e-mail if possible) to the Bulletin Editor well in advance of the rally. (2-4 months in advance, if possible) so that it can be published in the upcoming newsletter.
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Registration Form: 
You will need to create a registration form for participants to fill out and mail back to you with their rally fee. Send this form with your agenda to the Bulletin Editor. This should include space for their name, number of participants planning to attend, rally fee (paid in advance) whether they wish to attend any specific event/activity that might be an option, provide a blank space to indicate if this is your  first rally, and other requests for information that you feel you might need to plan you rally. You will also want to state a time for the participant to respond with their registration and a “no refund return” deadline date. Full or partial refunds of any pre-paid rally fee may be given at the discretion of the Rallymaster/Wagonmaster, depending on the circumstances and any pre-commitments for food purchases, entertainment, etc. This will enable you to plan on a definite number/cost for food, etc. No refund shall be given due to late arrival at any rally. A sample registration form is attached to this guide. You may also wish to include a map of the area if it is a location that might be hard to find.  

Return of Registration: 
You will need to make a list of the registrations you will receive to allow your committee to plan for food, prizes, etc. Be sure to have a deadline date on the return of the registration.
First Timers: 
Arrange for yellow ribbons and name tags for first timers. Do what you can to acknowledge them, and help them to meet others and feel welcomed during the rally. For the spring rally, the First Timers Chairperson must be advised, and time scheduled on the agenda for a first timers’ seminar.

Parking:
***The chief parker is responsible for parking ,if any issues arise they are to be discussed with the Rallymaster. Coaches must be parked in a parallel fashion with space to exit and to allow emergency vehicles easy access to all coaches. Coaches cannot be parked in a closed formation and only motorhomes are permitted to park at Perfect Circle Rallies.  

The Rally: 
On the first day of the rally, your volunteers should be on site early to set up .Ensure you have purchased all required supplies and arranged for garbage removal. As the coaches arrive, pass out the registration kits, collect the rally fee if they have not paid and get them parked. You then proceed to follow your agenda for the week-end. Rallymasters must be readily available throughout the rally to oversee activities, resolve issues and help out where required .When Sunday arrives, you will want to wish everyone “Good-bye” and ensure that the rally site is left neat and clean.
After the Rally: 
At the end of the rally (no later than 3 weeks following the event),you must complete the rally financial report (attached) and send it to the Treasurer ,giving an account of income received, expenses paid out and profit (loss). If there is a financial loss, the Chapter will reimburse you, however, budget carefully to avoid losses. Any profits made should be turned over to the Treasurer with your financial report .Write up an account of the occasion and send it to the Bulletin Editor to be published in the up-coming newsletter. You should also fill in the rally food worksheet (sample attached) and send it to the Wagonmaster to assist future Ralllymasters with food quantities required.

Thank you: As we want sponsors in future years, it is important to send thanks. A thank you card, envelopes and stationary are available from the Secretary. As a small thank you for arranging a rally, you, as the Rallymaster couple and one Co-Rallymaster couple are not required to pay the rally fee. 

***It was discussed at the Executive meeting on October 2/2010 who should be allowed to attend a rally.It was agreed “that if a person is not an FMCA member, they could attend a rally only by invitation from a member of Perfect Circle.”
