CTC Edinburgh, Lothians and Borders 
Summer Cycle Trip

This is a great job to share with someone; it takes the pressure off one person and allows for bouncing ideas off one another to move the event forwards. Over the past few years we have found that one split which works well is to divide the job as follows: 
· General admin, capturing names and numbers and sorting out team dinner  
· Organising rides and liaising with ride leaders
These shouldn’t be seen as daunting tasks, more an ongoing admin job that you need to keep on top of. Make sure the information you impart is succinct and helpful but remember you are not a travel agent! Also worth remembering, you can’t be everything to everyone. 
The main stars of the show are the ride leaders, they arrange great routes at all levels, so they need to be kept in the loop at all times.
Important factors
· Choose a date (traditionally first week in June)
· Choose a location with good cycling routes 
· Aim for 3 hours or so drive from Edinburgh 
· Central hotel/restaurant where everyone can enjoy a communal dinner. 
· Somewhere with varied accommodation to suit all pockets
· Preferably near public transport
· Get the ride leaders onboard early on
· Cultural interest for non-cyclist partners
· Keep treasurer informed of dinner costs/payments
· A diary of tasks could look like this:
	Timing
	Action
	Requirements 

	Autumn prior year
	Identify suitable destinations 
	Hotels and other accommodation, suitable venue for Wednesday communal dinner, plenty ride possibilities, not too far from Edinburgh.
Norm has been Wednesday and Thursday of 1st week in June. Public transport opportunities.

	October prior year
	Agree venue with committee
	With an outline of the above

	Oct/Nov
	Inform the Group via groups.io
	Give dates and details of accommodation with any special deals negotiated.
Indicate where the communal Wednesday dinner will be held.
Ask those interested to inform coordinator by email.

	January
	Inform Group via groups.io how many have expressed an interest
	

	
	Email group leaders and ask for volunteers to lead rides
	Probably four rides a day required as cafés will be used for refreshments.

	January
	Arrange for ride leaders to meet
	Outcome should be a list of rides with at least one short (60K) and one long (100K) each day and one or two medium rides.

	March
	Email all those who have expressed an interest
	Remind them of the venue, the group meal and indicate that a selection of rides have been planned and choices will be required in May. Also give an indication of how many cyclists are expected. Whet appetites

	March
	Put a general email on groups.io
	With the information above and indicate that there’s still time to sign up but that accommodation may be scarce. Oh and best to include the dates again for newcomers and as a reminder!

	Early May
	Dinner menu
	Liaise with dinner venue and CTC Treasurer
General admin sends out menu choices to participants, asking them to choose (note that Google Docs can be used to collate menu choices) and transfer money to club account. Inform them of cancellation policy. Give treasurer the list of names so that he/she knows who to chase up

	Mid May
	Collate list of rides
	Publish same to those who have expressed an interest and ask them to send back their choice for each day

	Mid May
	Chase those who have not replied
	

	Mid May
	Indicate to ride leaders who has picked their ride
	Give email and names to ride leaders and ask them to liaise directly with the cyclists interested in their rides.
Ride leaders to send gpx file to those who have chosen their ride

	Late May
	Liaise with meal venue
	Give numbers and menu choices – sort any issues. Arrange payment process via Club Treasurer.

	1st week June
	Visit the meal venue
	Firm up on details of meal

	Wednesday
	Join a ride
	Enjoy the few days away and have all paperwork for ride/meal choices to hand either digitally or printed version. Worth also having your own ICE list 
Enjoy your dinner. 

	Later in June
	Send feedback to Chair
	Volunteer for next year or find someone who will.



Having read all of this, if you are kind enough to take on the job, remember to do it the way that you find the easiest and most straightforward, and as such, this should be used for guidance. 

