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DOMESTIC TRIP LEADER PREREQUISITES: 
• Member of MSC in good standing for at least two years. 
• Must have been on at least one MSC trip in the past five years. 
• Must have served as a Trip Leader or Assistant Trip Leader for at 

least one MSC trip in the past five years. 
INTERNATIONAL TRIP LEADER PREREQUISITES: 
• Member of MSC in good standing for at least three years. 
• Must have been on at least one MSC domestic and one MSC 

International trip in the past five years. 
• Must have served as a Trip Leader or Assistant Trip Leader for at 

least two MSC trips in the past five years. 
ASSISTANT TRIP LEADER PREREQUISITES: 
• Member of MSC in good standing for at least one year. 
• Currently signed up for or have been on at least one MSC trip in the 

past three years. 
TRIP LEADER RESPONSIBILITIES: 
• Be present at and promote the sale of the trip at MSC Summerfest, 

Snowballs, Happy Hours, and other organized MSC events.  
• All Trip Leaders and Asst. Trip Leaders must complete trip leader 

training with the Vice President each year. 
• Must review the approved Trip Leader Manual and abide by its 

rules and guidelines. 
• Provide oversight, direction, and responsibilities for an assigned 

Asst. Trip Leader, when applicable. Submit an evaluation of Asst. 
Trip Leader performance within two weeks of the trip. 

• Familiarize yourself with all trip participants – help MSC promote 
future trips and club activities. 

• Research your destination, accommodations and resort amenities 
and surroundings. Encouraged to participate in a familiarization 
trip and/or destination-resort site inspection if offered. 

• Keep in stock and take to events any promotional brochures, trail 
maps, and flyers from your resort or trip vendor and hand out 
these documents at MSC events. 

• Works with Treasurer and Vice President to process all invoices, 
collections, transmittal forms, status reports, cancellation requests 
and paperwork for your trip.  

• Ensure completion of all trip participant forms. Be proficient in the 
MSC online system and Trip Leader interface. Routinely update trip 
participant information online and review online trip reports. 

• Work with the Treasurer to reconcile all invoicing with funds 
collected from trip participants and ensure invoices provided to 
Trip Leader by Treasurer are sent out at the appropriate time. Refer 
to the online Trip report regularly to ensure all participants are 
recorded. Train the Asst. Trip Leader on the recordkeeping process. 
Make sure any information or comments are updated as you go. 

• Routinely verify all reservations and trip details with VP. Carefully 
gather and double check all important personal information for 
each participant. You will be responsible for ensuring that the 
name(s) and date of birth for each transfer to official documents 
just as they appear on their government-issued ID. These 
documents are required for airline ticketing and a passport number 
is needed for international trips.  

• Coordinate with Asst. Trip Leader to schedule, promote, organize, 
and host a Pre-trip Party with your allotted budget approximately 
two weeks prior to departure. 

• Use budgeted funds to cover least one group meal or activity 
during the trip.  

• Collaborate with the Asst. Trip Leader as you plan extra activities 
during your trip; prepare and verify trip details; and set up 
emergency/back-up plans.  

• Prepare a brief event calendar for participants. Work with the VP 
to review and approve your plans. This will ensure a FUN and 
hassle-free trip.  

• Maintain appropriate communication with all trip participants and 
VP, at least once a month, and weekly within 30 days for your trip 
departure. Be sure and copy the VP. 

• Take photos during the trip. Upon completion of trip, you will be 
responsible for writing an article for the MSC newsletter. 

• Set up a suitable group communication system for official use 
during the trip (such as WhatsApp, Messenger, or Messages) to use 
for ongoing communication related to your trip. 

• Advise and encourage participants to fill out online surveys when 
provided, to help gather feedback for future trips. 

• Work with Asst. Leader to schedule, promote, organize, and host a 
Post-Trip Party no later than four weeks after trip completion. 

• Trip Leader and Asst. Trip Leader will have access to monitor the 
Trip event and MSC social media. Both will have authority to 
actively monitor and post photos to promote the trip prior, during, 
and at the end of the trip.  

• Trip Leader and Assistant Trip Leader understand that no personal 
promotion is allowed regarding any business interests they may 
have or regarding other non MSC-sponsored trips.  

ASSISTANT TRIP LEADER RESPONSIBILITIES: 
As Assistant Trip Leader, you will work directly with the Trip Leader, 
and interface with our Vice President and Treasurer as we advise you 
on the many aspects of running a successful trip, including planning, 
accounting, forms management, scheduling, and execution of plans 
to run a successful MSC trip. 
• Be present at and assist the Trip Leader with promotion and sale of 

the trip at MSC Summerfest, Snowballs, Happy Hours, and other 
organized MSC events.  

• Complete trip leader training before Summerfest. 
• Familiarize yourself with all trip participants–help MSC promote 

future trips and club activities. 
• Assist Trip Leader in scheduling, promotion, and organizing a Pre-

trip Party. 
• Work with the Trip Leader to learn the financial reporting.  
• Assist Trip Leader in researching extra activities. Help Trip Leader 

with trip details, calendar, and emergency/back-up plans.  
• Assist Trip leader in scheduling, promotion, and organizing a Post-

Trip Party no later than four weeks after trip completion. 
• Take photos and assist in posting on social media, before, during 

and after the trip.  
BENEFITS TO TRIP LEADER: 
You will have the pleasure and satisfaction of being an integral part 
of the Miami Ski Club and making your participants happy. Trip 
Leaders receive up to one complimentary position (half double 
occupancy including airfare) for the trip he or she leads for the Club.  
BENEFITS TO ASSISTANT TRIP LEADER: 
You have the pleasure of being trained by highly qualified Trip Leaders 
that care about people and plan exciting and memorable trips. It is 
important that you receive proper training and understand our 
processes before leading a trip. After successful completion and 
review of your support in assisting, you will qualify to lead future trips 
and will be eligible for up to one complimentary position half double 
occupancy including airfare for the trip you lead for the Club. 
Assistant Trip Leaders receive no compensation for their role and will 
pay the full trip price.   
MIAMI SKI CLUB’S RESPONSIBILITY: 
Miami Ski Club, its Executive Committee, and its vendors will handle 
all contracts, destination selections, pricing, lodging and 
transportation arrangements. Trip Leader and Asst. Trip Leader will 
refrain from communication with vendors until appropriate pre-trip 
communication is authorized. MSC will provide support and advice as 
well as handling of payments to all vendors. 
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PLEASE FILL OUT AND SUBMIT THIS FORM BY STATED DEADLINE. 

Submit to Miami Ski Club, Inc., PO Box 560943, Miami, FL 33256, or email to vicepresident@miamiskiclub.net 
 

APPLICATION IS FOR:    o TRIP LEADER         o ASSISTANT TRIP LEADER 
TRIP DESTINATION REQUEST FOR 2025 or 2026 (in order of preference): 
1)______________________________2) __________________________3) ____________________________  

PERSONAL INFORMATION: 
First Name ________________________________ Last Name _______________________________________  
Address __________________________________________________________ Apt/Unit  _________________ 
City  _____________________________________   State _________________  Zip Code __________________ 
Home Phone ________________________  Mobile Phone __________________________ Gender __________ 
Email _____________________________________________________ Birthdate ________________________ 
 

QUALIFICATIONS: 
How many years with MSC (total)? ___________________ How many Trips with MSC? ___________________  

List your last three trips with MSC: 
Trip ______________________________  Year__________  Trip Leader _______________________________ 
Trip ______________________________  Year__________  Trip Leader _______________________________ 
Trip ______________________________  Year__________  Trip Leader _______________________________ 
 

List trips which you have served as Trip Leader for MSC (major trips, not events): 
Trip ___________________________________________  Year__________  # of Participants ______________ 
Trip ___________________________________________  Year__________  # of Participants ______________ 
Trip ___________________________________________  Year__________  # of Participants ______________ 
 

List other qualifications: _____________________________________________________________________  
 _________________________________________________________________________________________  
 

Language Skills:  ____________________________________________________________________________  
Resorts which are most familiar: _______________________________________________________________  
Time of year/Destination not possible for you: ___________________________________________________  
 

o I hereby acknowledge receipt of the responsibilities outlined on the reverse side. I have read and understand 
their importance and will strive to lead a successful Miami Ski Club trip. Please consider my application as I 
meet the listed prerequisites. I understand that there may be more applicants than available trips, and 
acceptance is not guaranteed. 

Submitted by:     Applicant Approved by MSC Executive Committee: 

__________________________________________    ___________________________________________  
Applicant                                                                    Date Signed     Vice President of Trips                                          Date Approved 
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