Coach House Owners Club (CHOC)
Member and Volunteer Handbook

Revised 03/27/24

Typical Club Activities

1. The club typically hosts two rallies per year: one in the spring and one in the fall. Typical rally
format is as follows, but the rally coordinator may choose to deviate:
a. Arrive early Monday afternoon to check in.
Potluck supper Monday evening.
BYOB social hour prior to each evening meal.
One business meeting sometime during the rally.
Several excursions around the area of the rally as planned by the rally coordinator.
Generally, dinner is provided on Tuesday through Thursday, and occasionally a full
breakfast.
Continental breakfast on Friday concludes the rally.
Transportation to all rally events is usually provided, so you do not need to tow a car.
i. For fun we hold a 50-50 raffle, with 50% of the proceeds going to the CHOC treasury to
offset the cost of future rallies.
2. CHOCTalk is the club newsletter. It is typically published two times per year.
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3. The club maintains a web site with hosting provided to us by Coach House RV. It is aimed at
enticing new members to join the club, providing a place for members to find club information
such as documents, contacts, upcoming rally details, and other useful information about their
coach, while also fostering member relationships through our forum. The web site URL is:

https://coachhouseownersclub.com.

4. The club hosts a private web forum and Facebook group where only current CHOC members
and identified Coach House staff can share ideas and communicate easily with one another.
Only members of the forum and Facebook group can view the private messages, as they are
locked down via permissions. Membership in these groups is voluntary.

5. Online group chats may be held periodically.

6. CHOC is a chapter of Family Motor Coach Association (FMCA) and part of the International
Area Organization (INTO). Members are welcome to attend INTO/FMCA rallies and
Conventions. These rallies are generally posted on our Facebook group to facilitate members

camping together.


https://coachhouseownersclub.com/

CHOC Standing Rules
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10.

11.

Club dues are $45/membership (coach) per year.
There is no additional fee for reinstatement of membership beyond the yearly dues.
New members joining Oct 1 or later do not owe dues the following year.
Name badges must be worn at all CHOC functions.
Badge replacements:
a. The club covers the cost of replacing badges due to improper names, changed location, or
officer position.
b. The club will replace lost badges, as needed.
Pets (cats and dogs) are allowed at CHOC rallies.
Guests are welcome to visit our rallies on Wednesday afternoons or they may choose to pay the
registration fee plus the additional guest fee to come for the entire rally. Non-members may
attend only one rally as a guest.
Rally refunds: If you must cancel, CHOC will only refund expenses for which CHOC is able to
receive a refund.

Mileage costs (based on IRS Standard Mileage Rates https://www.irs.gov/tax-

professionals/standard-mileage-rates) and registration fees for the FMCA National Director to

attend the one voting meeting per year (or the Alternate Director when the National Director
cannot attend) are reimbursable by the club.

Mileage costs (based on IRS Standard Mileage Rates https://www.irs.gov/tax-

professionals/standard-mileage-rates) and registration fees for the Rally Coordinator to attend

each CHOC Rally are reimbursable by the club.
The CHOC Member and Volunteer Handbook may only be modified by a majority vote of the
CHOC Executive Board.

CHOC Executive Board Positions

Typically, newly elected officers assume their duties at the end of the rally at which they are elected.

Extenuating circumstances (such as the outgoing Treasurer needing to pay outstanding Rally bills) may

cause the transition to occur up to 4 weeks later.

These short descriptions are used to describe the offices. They are grouped together by the year in which

these positions are elected. Officers should feel free to solicit help from CHOC members in the

execution of their duties.


https://www.irs.gov/tax-professionals/standard-mileage-rates
https://www.irs.gov/tax-professionals/standard-mileage-rates
https://www.irs.gov/tax-professionals/standard-mileage-rates
https://www.irs.gov/tax-professionals/standard-mileage-rates

Year 1 (elected in odd numbered years)

President

The President is the leader of the chapter. The president’s responsibilities include, but are not limited to:

1.
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Conducting all Board and general Membership meetings in accordance with the CHOC and
FMCA Constitution/Bylaws.

Ensuring that all of the duties and responsibilities of all of the other chapter officers are
performed in a timely manner in accordance with CHOC and FMCA’s requirements.
Ensuring that all documents pertinent to each office have been provided to the newly elected
officer.

Receiving all FMCA Governing Board mailings to help keep the chapter informed on national
FMCA activities.

Overseeing the execution of day-to-day club business.

Ensuring that all needed committees are duly elected or appointed.

Creating an annual financial plan of anticipated income and expenses.

Ensuring that the annual financial plan is saved to the online CHOC document storage.
Maintaining a President’s Handbook to be handed down to each succeeding president to use as a

guideline.

2nd Vice President/Rally Coordinator

The Rally Vice President is responsible for planning and executing CHOC rallies with help, as needed,

from other CHOC members. These responsibilities include but are not limited to:

1.
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Determining the campground and dates for a spring and fall rally.

Arranging for the meals, excursions, entertainment, and transportation for each rally.
Determining the fees necessary to meet the expenses.

Emailing members necessary information and rally registration.

Keeping accurate records of registration and sending checks to the treasurer.

Keeping accurate rally financial records and receipts to be shared with the treasurer.
Designing the rally pins and notifying the treasurer when they are ready to be ordered.
Emailing the rally roster to the treasurer who will order name badges for first time attendees.

Preparing and printing necessary rally documents.

10. Serving as the second signatory on the CHOC checking account.
11. Notifying FMCA of dates and locations of rallies.

12. Ensuring that rally information is posted to our CHOC Facebook group.



13. Ensuring that rally registration forms and attendance records are saved to the online CHOC
document storage.

14. Notifying the Communications VP of all updates of current Rally information for the web site.

15. Ensuring that all documents pertinent to the office are provided to the newly elected Rally Vice

President.

3rd Vice President / Communications

The Communications Vice President is responsible for various forms of communication with help, as
needed, from other CHOC members. These responsibilities include, but are not limited to:

1. Compiling and editing the newsletter based on input from the club officers and members.

2. Managing the CHOC Facebook page.

3. Managing the CHOC web page.

4. Managing the CHOC Forum.

5. Managing the CHOC group chats.

6. Updating the officer list in the following: email forwarding lists, Coach House liaison for plaque
in their lobby, membership application forms, contact information and “About Us” page on the
web site.

7. Communicating with the general membership, as needed.

8. Ensuring that membership application forms and newsletters are saved to the online CHOC
document storage.

9. Ensuring that all documents pertinent to the office are provided to the newly elected

Communications Vice President.

FMCA National Director
The FMCA National Director serves as our conduit to FMCA. These responsibilities include, but are not

limited to:

1. Represents CHOC with INTO and on the governing Board of FMCA.

2. Informing the membership about issues pertaining to the national organization.

3. Informing FMCA about issues pertaining to our chapter.

4. Participating and voting during FMCA governing Board meetings.

5. Submitting receipts for reimbursement for registration fees and mileage costs for attending the
one voting meeting each year.

6. Ensuring that INTO and FMCA rallies are posted to our CHOC Facebook group.

7. Ensuring that all documents pertinent to the office are provided to the newly elected FMCA
National Director.



Year 2 (elected in even numbered years)

1st Vice President/Membership

The Membership Vice President is responsible for assisting the President and fulfilling the duties related

to membership with help, as needed, from other CHOC members. These responsibilities include, but are

not limited to:

1.
2.
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Assisting the president, as needed, and serving as President in the absence of the President.
Receiving and processing new CHOC membership applications.
a. Checking that applicant is a current FMCA member.
b. Entering new member information into the membership roster.
c. Making a welcome call and emailing a welcome package to each new member.
d. Collecting and sending dues to the Treasurer.
Sending reminders, receiving, and processing membership renewals.
Updating membership roster as necessary.
Ensuring that all membership rosters are saved to the online CHOC document storage.
Ensuring that all documents pertinent to the office are provided to the newly elected Membership

Vice President.

Secretary
The Secretary is responsible for all non-monetary chapter records with help, as needed, from other

CHOC members. These responsibilities include, but are not limited to:

1.

Completing all required FMCA forms and reports to maintain active chapter status, either online
or via printed forms:
a. list of the membership by December 31% of each year.
b. list of chapter officers by December 31% of each year.
c. certify that the chapter held the required meeting by December 31% of each year.
d. list of officers within 30 days of an election.
e. Governing Board roll call sheet verifying the National Director, Alternate National
Director, or Temporary Delegate for the chapter prior to each Governing Board meeting.
f. any other required forms/reports.
Keeping and reporting the minutes from each Board and membership meeting.
Keeping and updating any approved changes in all non-monetary chapter records, such as the
Bylaws and the Member and Volunteer Handbook.
Ensuring that all minutes and all non-monetary chapter records are saved to the online CHOC

document storage.



5. Ensuring that all documents pertinent to the office are provided to the newly elected Secretary.

Treasurer
The chapter treasurer receives, safeguards, and holds all chapter funds in the name of the chapter and is
its trustee and fiscal agent with help, as needed, from other CHOC members. These responsibilities
include, but are not limited to:
1. Depositing all cash and checks paid to CHOC.
2. Dispersing funds as needed for chapter expenses.
3. Maintaining the chapter checking account and financial records electronically (Quicken).
4. Submitting the chapter financial records for yearly audit by the audit committee at the Fall Rally.
5. Keeping accurate accounts of all chapter funds and reporting on the status of those funds at each
Board and Membership meeting.
6. Ordering name badges for first time rally attendees and all new officers.
7. Presenting a Treasurer’s report based on the President’s financial plan at Rally Board and
Membership meetings.
8. Maintaining the chapter EIN (Employer Identification Number).
9. Preparing and filing any required IRS forms
10. Ensuring that all Treasurer’s reports are saved to the online CHOC document storage.

11. Ensuring that all documents pertinent to the office are provided to the newly elected Treasurer.

FMCA Alternate National Director
The Alternate FMCA National Director is responsible for assisting the National FMCA Director and

serves as FMCA National Director in the absence of the Director. (See FMCA National Director

responsibilities.)

For CHOC Officers

The CHOC Executive Board uses online CHOC document storage to keep information of interest to the

executive Board. If you are a new officer, you need to gain the username and password to access the
online CHOC document storage from the Communications VP.
Examples of documents may include:
e Secretary Folder
o Minutes of all Board and Membership meetings
o Current By-laws
o Current Handbook

e Treasurer Folder



o Treasurer’s reports
e President Folder
o Annual financial plan
e Membership Folder
o Membership Base Roster which includes current and previous members
o Membership Rosters
o Membership welcome letter
e Rally Coordinator Folder
o Rally registration forms
o Rally attendance records
e Communications
o Newsletters
o Membership forms
e FMCA Director
o Reports of FMCA Directors Meeting

FMCA-Provided Officer’s Handbook

FMCA provides the chapters with helpful documentation. You can locate the Officer’s Handbook here:
https://www.fmca.com/officers-handbook. (Should this link not work, search the FMCA web site for

Documents and Forms. You should find the Officer’s Handbook there.)

CHOC-Specific Documentation for the Executive Board

Additional information regarding responsibilities and specific tasks for various offices may be in
designated folders in the online CHOC document storage. The person who previously held your office

can help you locate any additional documentation you may need to perform your duties.

Officers should feel free to update or add to the online CHOC document storage documentation in the
folder for their specific office. (Changes in the Bylaws require membership action. Changes in the

Handbook require Executive Board action.)


https://www.fmca.com/officers-handbook

