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Effective:  June 1, 2006 
 



The Arizona Chapter FMCA would like to acknowledge those that have prepared earlier 
versions of this document. 
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We believe many of you want to learn the process from scratch while others of you are 
experienced but have some gray areas that need clarified We hope that by getting better 
information to more members, we can spread the work around. Running a successful 
rally is a very rewarding experience. Besides, you will discover that it's the Committee 
who has the most fun! 
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All of our rallies begin with the 1st Vice President (Wagon Master’s) preliminary search 
for a site which will suit our chapter's size and needs. Our average participation is 31 
coaches at anyone rally. The New Years rally is usually our largest turn out. We average 
50 to 60 coaches for this rally. So we need to find a site to fit the normal attendance. Our 
rallies are usually scheduled for the second weekend of the month. The committee arrives 
the day before the rally start date. This allows the committee time to do last minute 
preparations. We do not have rallies in May, June, July, August nor September. 
 
Upon locating a rally site, the Wagon Master confirms its availability usually with a 
written contract from the site's manager who confirms prices, dates and ground rules. 
Many times an advance deposit for the facility is required. Advance facility deposits are 
paid by the chapter treasury and reimbursed from rally income. The New Years rally held 
at the Wickenburg Community Center is the exception. The chapter treasury covers all 
facility rental costs for this rally. 
 
The chapter is always looking for new sites to hold our rallies. If, through your travels, 
you have a site that you feel would fit our needs please inform the 1st Vice President or 
one of your Executive Board members. 
 
All rallies require liability insurance.  A Certificate of Insurance showing that rally site as 
"additional insured" is obtained by the 1st Vice President from FMCA headquarters in 
Cincinnati, Ohio. They may be acquired for the entire year in advance. The exposure 
dates include the arrival date of the committee and end on the Chapter's exit date. Copies 
of this certificate are given to the facility prior to or at the time of the rally. 
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Our Chapter has a list of Standing Rules which apply to Rally Masters. This document 
provides rules for things such as: 

1. Refund Policy for Rally Fee, Parking and Food 



2. Rally Master’s Rally Fee 
3. Committee Parking for Early Arrival 
4. Show Coach Fees 
5. Trailer Towing 
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The 1st Vice President is in charge of acquiring dealer show coaches to help defray the 
expenses of a rally. Dealers prefer to have just one contact person instead of many. The 
chapter maintains a list of dealer contacts. Please contact these people at the dealership. 
The dealer’s check for show coaches will be made out to the Arizona Chapter FMCA. 
The chapter treasure will issue a check to the Rally Master. Dealers must pay for their 
own parking space if applicable. 
 
(%..#+ +, , '

Upon accepting the position of Rally Master, the next step is to form a committee of 
approximately five couples to assist you. The size of the committee may be any number 
of people you want. There is, however, a limit of six coaches maximum that will receive 
one night free parking. Keep the size of your committee manageable. Have a meeting as 
soon as possible. Ask for volunteers or assignments for each job. The following positions 
are of utmost importance.  
 
1. PRE-REGISIRATION: Keeping accurate records is a MUST. It is up to you how you 
handle the money; whether, you set up a special account or handle it along with your 
own. You must keep track of the total money taken in; the total money spent, and submit 
copies of all receipts. Someone must prepare a Registration List. This list will help you 
keep track of who is registered, their FMCA number, what they have paid or owe, 
whether they need handicap parking, a note whether they are a guest or 1st timer and any 
additional information that’s needed. 
 
2. PARKING: Copies of the Registration List must be provided to the Parking 
Committee, showing member name, FMCA number and any handicap requests. Spaces 
for handicap should be pre-designated. FMCA directional signs may be needed. The 
signs are stored in the trailer. Once a year the Chapter may request signs from FMCA. 
 
3. ON-SITE REGISTRATION: This part of the committee greets incoming members and 
guests on arrival day. Names are checked off the registration list. Rally hand-outs or door 
prize tickets may be handled at this time. Notify the 2nd Vice President. (in charge of 
Membership) in advance of any guests or 1st timers listed on the Registration List. She 
will provide their name tags to you. 
 
4. COFFEE: A reliable early-morning riser is a must. Instructions are available. 
 



5. COOKS: Are you going to prepare some of your own meals? Determine who has 
expertise in this area. You will have to determine how much to purchase. 
 
6. CLEAN-UP: Make sure you have assigned clean-up duties. This will assure that things 
are in order for the next meal preparation. We take pride in leaving the facilities in as 
good or better shape than when we take possession.  
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You will need to decide which meals you plan to provide, have potlucks or in some cases 
arrange to have a meal catered. Determining the meal fee is probably the part that scares 
people the most. Since food prices change frequently, it is difficult for accurate prices to 
be passed from one Rally Master to another. Experienced Rally Masters learn that 
keeping lists of recipe quantities from past rallies is most helpful. Most of the bulk food 
is bought at Costco, Sam's Club or Smart & Final. Membership is required at Costco & 
Sam's. 
 
Smart & Final also has a Club Card which is free for the asking. Other smaller 
supermarkets often have sales on meat. 
 
If you plan to use a caterer, make sure the quote you receive includes tax & tip. Maybe 
your meals could include utilizing members for certain parts of the meal; i.e. green or 
other types of salads or desserts, etc. If you see that you have plenty of each category of 
food, excluding the committee from furnishing food is a nice gesture. Once your meals 
are planned and you have estimated your food costs, add-it to the cost for parking, which 
is determined by the contract, including any tax. Add the cost to have the Chapter trailer 
towed to the rally and any other expenses you expect to incur. 
 
Committee parking for early arrival must be considered when calculating rally income. 
The three dollar Rally Fee is used to offset the cost of committee parking as well as other 
unforeseen rally costs. 
 
Use your best estimate to calculate food costs. It may be best to approximate the food 
costs on the high side. Some past Rally Masters have made food purchases in advance 
when the item is on sale. Do what you can. There is no full proof method when 
estimating food. Remember, the chapter will reimburse you. 
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You may want to have a theme which adds festivity to a Rally. If your rally happens to 
fall near a holiday, it is possible there are decorations left from a prior year. Make an 
announcement that you are in need of a certain type of decorations. It is fun to use your 
own ideas in decorating. Some Rally locations have tables that are unsightly. The Chapter 
trailer is usually stocked with rolls of white paper and placemats. Some type of table 
protection should be used at mealtime. 
 
( ) ! * +, " '+ " ! #/ , " '



Become acquainted with the inventory normally in the trailer. If you are in attendance at 
the rally prior to yours, take stock at that time of items you will need, such as coffee, tea, 
white rolls of table covering, etc. It is an inconvenience for the person storing the trailer 
to have to check on items while in storage. The items you do need to purchase are at your 
rally's expense, just as it was for the Rally Master before you. 
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The Newsletter Editor may ask for an advance article to promote your rally. They also 
like to have a post-rally letter to recap your rally. This is to let the members who did not 
attend learn what they missed. 
 
The Newsletter Editor will need your registration information before the newsletter 
deadline date. You will find this date in the current chapter newsletter. The Newsletter 
Editor will help you through this process and complete the Registration Form. Submit the 
following: 
1. Rally Location, phone numbers and directions 
2. Emergency contact phone number(s), a phone number family members may use 
3. Rally dates 
4. Reservation deadline 
5. Rally cost breakdown 
6. Name and address of person to whom the check should be mailed 
7. Committee members 
8. Rally Schedule of Events 
9. Include a note about arriving with full fresh water tanks and empty hold tanks if this a 
dry camp rally. 
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Your rally schedule should be coordinated with other chapter business including the 
Seminar & Craft Chairpersons. This is your rally, schedule things that you have seen at 
other rallies. If it was fun, then this group would like to have some fun as well. There is 
no need to reproduce the format you see in our current newsletter. The Newsletter Editor 
will take your information and fill in the form for you. 
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Each Rally Master must submit a Rally Financial Report. A copy must be given to the 
following: President, 1st Vice President, Treasurer, and Rally Master. All receipts must be 
kept for verification. Original receipts are not required. You may supply copies of your 
receipts with the Rally Financial Report. It is strongly suggested that you get separate 
receipts if purchasing for yourself at the same time you shop for the rally. This way you 
are correctly compensated for taxes paid. 
 
Forms to help you track your income and expenses will be provided by the chapter. You 
can obtain these forms and the Rally Financial Report from the 1st Vice President or 



Treasurer. These forms may be computer generated. This document and the forms may 
be downloaded from the Arizona Chapter web site at !""#$%%&'()*&+,-. . 
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Usually a function of the Rally Master(s). Welcomes members at the first evening's 
gathering. Then calls upon the 2nd Vice President who will introduce New Members, 1st 
Timers and Guests. The MC also needs to introduce the Committee, select a person to 
give the blessing, handle door prizes & call table numbers for the buffet. 
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Select a person with good penmanship to keep the SCHEDULE current of any changes. 
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Check-out electrical source & system beforehand. This is another reason the committee 
arrives a day early. 
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Cleaning the kitchens after a meal should be shared by several committee members. Our 
group prides themselves for leaving the area cleaner than when they arrived. Get 
everyone on the committee involved in this project. 
 
 
P.!Q#&2'!'/#1+'R'(),(Q#&2'#+'+M#(,S '

Here are some helpful hints which you might incorporate into making your rally's work 
run smoothly: 
 
D" ! #&1+%" . #&2  A good time to write down ideas is in the middle of the night when 
the mind is fresh. Keep a pen and note paper on your night stand. TRY IT! 
 
/ #1+1'=87'#&N! / 3 ! D/ , K After the menu has been determined, write down every 
single item needed for each separate meal, from cooking oil (or spray) to the salt & 
pepper shakers for the table, (which are stored in the trailer). From THIS-list, sort-out 
your shopping list. 
 
Make-up a +#. , '1( ) , 4 3 / ,  to supplement your 1( ) , 4 3 / , '%- ', N, &+1. 
Provide your committee with a copy of each schedule so they know who is doing what 
and when. 
'
! 4 N! &( , '* / ! &&#&2 '#1'! '. 3 1+ . Remember, your WAGON MASTER is 
available to aid you in planning a successful rally. Ask for his/her help. 
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