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Guidelines for Hosting a FreeWheelers Outing 
 

Thank you for agreeing to be a host/wagon master of an outing for FreeWheelers. The following 
guidelines are intended to help you plan a weekend that is fun and as hassle free for you as possible.  

 
Initial Planning 
    

1.   Pick the month for the event– start planning at least 4 months in advance. The first step is to find 
out what months are available and then pick the one you prefer. Some of our favorite locations are 
booked out a year in advance. In this case you can just step into an existing reservation. Check the 
FreeWheelers Newsletter or contact the activities coordinator. We try to book the 1st weekend of 
the month when possible, except around holidays, so everyone can plan ahead. Please check with 
activity coordinator if the first weekend is not possible. 

 
 2. Decide on a campground. If the month you select has had outings at a campground you are 

willing to host, review the history of the outings and talk with the host(s) of prior outings (when 
easy to do) to get an idea about the staff you will be working with and the campground itself. 
 Otherwise, pick a suitable campground and check with the activities coordinator for approval 
before signing a contract.  

 
The RV Park – Contact the campground employee who handles group reservations to work out the 

following details. If you can, go meet the employee in person and establish a working relationship. 
 
 1. How many campsites to reserve in advance? 
  If FreeWheelers have held outings there before, that history may tell you how many sites  

 to reserve. If not, reserve 30-40 sites with the option to adjust down as needed. 
 
 2. How much is the campground charging per site? Is it the same for each night? Is it 

 different for full hook-ups, partial hook-ups, pull through, back in sites, etc? Is there a 
clubhouse/indoor meeting area fee? Usually free with our size group, but must be left clean. 
Look at the contract!  

 
 There may be a difference in daily costs for Fri and Sat nights vs. Thurs and Sun nights. Be sure to 

publish varying costs when announcing the outing. If the campground charges for the use of the 
clubhouse, charges a booking fee per reservation, or adds taxes not included in the nightly rate, 
divide the costs over the Fri and Sat night fees.  

   
 Make sure that the amount attendees pay for the sites covers all charges that can be attributed to 

those sites. Hosts should not pay out of pocket for RV Park expenses, so plan carefully up front 
and publish per night/per site rates. Pets, cars, extra people in a rig, taxes and clubhouse fees are 
other variables that need to be included in the per night individual site reservation. A “rally fee” of 
$1/per rig may be added to the charge for Friday and Saturday nights only, to help cover rally 
related costs such as tablecloths, a few decorations and other essentials. 

 
  If there is no clubhouse, where will the social events (meet & greet, breakfasts & dinner)  

 be held? Is there a covered area that can be used in the event of rain? There are only a few months 
of the year we will go to a place without a clubhouse or at least a shelter/pavilion. 
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 3. How much deposit does the campsite require?  When is it due?  
 A deposit of $100-$300, based on the number of reserved campsites, is often required months, 

sometimes more, before the actual event. If a deposit of more than $200 dollars is required, check 
with activities coordinator before doing anything more than a tentative hold.  

  
 If there is money in the budget, FreeWheelers will reimburse the deposit in advance of the outing. 

Request a deposit check from the treasurer. Information to send the treasurer includes: name of RV 
park and dates of outing, who does the check get made out to, amount of deposit, name and 
address of RV park, contact person’s full name & phone number. If check is to be sent to a 
different address, include that as well. Allow 15-30 days for a bank check to be mailed to the RV 
park as sometimes our treasurer is on the road traveling.  

 
 4. What is the cancellation policy? 

 Every campground has a cancellation policy! Read the contract carefully and “spell out the 
policy” carefully in your announcement notice for the outing. State final date for cancellation 
without penalty and refer members to FreeWheelers website for more details. Look under the 
“About” tab or “Events” tab for “cancellation etiquette”. Most RV parks will want you, the 
group’s host, to handle cancellations. Verbal or written acknowledgement from the host/park is 
essential for reimbursement if within the stated cancellation time per contract. 

 **note** the “About” and “Events” tabs refer to “FreeWheelers’ cancellation etiquette”, but not 
the actual cancellation policy for this event. The actual cancellation policy to put in your outing 
announcement is the one that you have in your contract from the RV Park!! 

  
 5. Is there a fee for pets?  Per pet/per night? Any limitations on number, breed or size? 
   
 6.   Site Fees include? What is the campground policy on tow cars (must car be attached to rig 

when it arrives at the park, or can a second person drive the car in separately without an extra 
charge), extra people in the site, size or age of rigs, tents? 

 
 7. When is the rest of the money due to be paid to the campground? 

 This will determine the cut-off date for FreeWheelers to register for your outing. If more money 
than the deposit is due prior to arrival, set the registration deadline for a full 2 weeks before the 
rest of the money must be paid to the campground. That will give you time to deposit checks and 
for them to clear. In most cases, full payment is due on the weekend of the event, paid by the host 
with a personal check on Saturday or Sunday.  
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Example: “Outing Announcement” to FreeWheelers members and RVW Magazine audience 
 
Write up the information about the outing using the template below. See explanation and order of details 

to be included on page 4. Order is important for online registration. This announcement will be 
published in the FreeWheelers Newsletter, RVW Magazine, and be put up on the FreeWheelers 
Website.  
 

When in doubt about what to tell people, think what it is like to attend a FreeWheelers outing and what 
you would want to know. 

 

Template for Host’s Initial Outing Announcement: for FreeWheelers & RVW Newsletter, and Websites 

Your goal here is to be succinct and follow this format so that people using smart phones can access 
information easily while doing online registration. More information will be posted later when you 
expand on agenda and additional information for our newsletter. 

When:     

Where:    

Who/Host(s): 

What:  

Online address: http://www.rvwfreewheelers.org 

Registration:           Open date                               Registration deadline  

Site rates for Thurs $______ Fri $_______ Sat $______ Sun $______ Additional night(s) $_________ 

Fees:  Rally fee $_________Pets $________, Extra Person in rig $________, extra vehicles $________ 

Payment options:  

Check-in:             Check-out:   

Cancellation policy:  

 

Additional information required: 

When you have all the correct information above, send to the Activities Coordinator for posting and 
publication. 

  

http://www.rvwfreewheelers.org/
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Instructions/Details to be included in initial "Outing Announcement" by Host(s) 
    (A “save the date” announcement will already have been posted everywhere) 

When: Inclusive dates of outing (usually Thursday thru Sunday night) 

Where: RV Park location, name, address, phone number and website 

Who: Host: name, email (for bank check confirmations & questions), phone number, mailing  
          address for snail mail registrations and checks.  

What: Brief description of outing that will entice others to come—see previous postings. 
  If number of sites/people is limited, please state in here. Agenda comes later. 

Registration: open date__________ & registration deadline__________ 

* Register online at http://www.rvwfreewheelers.org or download form from Newsletter 

* Note to members-please make a note of all rates and fees before registering online! 

Site rates: for Thurs $____Fri $____Sat $____Sun $____Additional nights$_____ 

Daily rates may vary from the RV Park with Fri and Sat being higher than Thurs and Sun 

Fees: $1/per rig rally fee for Fri. and Sat. nights only may be added for outing expenses. 

Additional fees $: pets, extra persons in rig, extra vehicles, taxes (as they apply) 

Payment options: Determined by hosts, options include: personal check or money order, bank issued 
checks, and Pay Pal   

Check-in/out: State check in/out times. If there is a charge for arriving before the check in time, or 
leaving after the check-out time, please note in your announcement. 

Cancellation policy: Clearly stated with verbiage taken from the contract.  Remind people cancelling is 
their responsibility. “Cancellation Etiquette” can be found under the “About” & “Events” tab on our 
website. 

Additional information: Such as special requests due to mobility issues or bathroom needs. People will 
request to be next to friends. Do your best to accommodate knowing it’s not always possible. 

When you get these facts right, the rest of the announcements are easy and registrations will hopefully 
come in more correctly. Please don’t post until you have all the correct information and have checked all 
websites for accuracy.  

Send this document to the activities coordinator who will send it on to all the appropriate sites for 
posting (FW website, FW newsletter, RVW magazine and website)  

 

 

http://www.rvwfreewheelers.org/
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Handling Registration 

Filled-in registration forms for the outing will come to the outing host in a variety of ways. Some will 
arrive on-line from the web site, some by mail and some via email messages. All of them must be 
recorded and processed. Registration forms are available as an online document at our website: 
http://www.rvwfreewheelers.org, and as a printable document at the end of each of our newsletters. A 
registration is complete when both payment and a registration form have been received by the host! 

 
 1.  Set up a list (preferably an Excel spreadsheet [or equivalent]. Make sure that the following 

information is provided in order to complete the registration. Sometimes the RV park has a 
particular form they want filled out—you may be able to send yours or you may have to use their 
format. Find out at the front end of this effort. 
• Name, first and last 
• Name(s) of additional attendee(s) Name(s) of guest(s) 
• Email address 
• Phone number (cell, if available so we can call if you're late to arrive) 
• Rig size and type 
• Pets (if a fee is charged) 
• Extra car (if a fee is charged) 
• Days of reservation (with a cost per day, as Fri & Sat could vary from Thurs. and Sun.) 
• A $1/day for Fri and Sat “rally fee”, is an optional host add on for things like tablecloths 
• Amount owed/ Amount paid 
• Any additional information required by the campground 
• Site number if you assign sites 

    
   If a person registers as a newbie (new to RVW &/or new 1st/2nd time attendance to FreeWheelers), 

or they are a guest (not a member at all), refer her to the FreeWheelers’ website (address above). 
See the “About” tab and “Events” tab for information re: chapter and outings. 

    
 2.  As each registration form is received, record the data into Excel or a columnar pad and file the 

registration form. (Bring them with you to the outing in case there are any last minute 
discrepancies. Something like a columnar pad (ie.10 columns) is another good way to keep the 
information about registrations if you don't have Excel. Also, start creating a group distribution list 
in your computer “address book” so you can send the agenda of your outing to the attendees. 

 
 3.  Be prepared for people to contact you for a site after the registration period has closed. If   

 all of the available sites have been booked, you may choose to start a “wait list”. You can also 
 request that these members deal directly with the campground unless the campground specifies 
that the host must handle all reservations and cancellations. 

 
 4.  RVW requires guests to sign a  “Liability Waiver Form”. The member, bringing the guest, can find   

the liability form on our website, www.rvwfreewheelers.org, under the “Events” tab. It can be 
printed, signed and given to the host at the outing.  As the host have a few copies with you for 
guests not coming with a member. 

 
 5.  Once registration has been closed, order name tags, rig placards and beads for new   

 members and guests. Our Membership Coordinator will help you with this.  
 
 6.  Once registration is closed our website manager can mail you an Excel spreadsheet of all the 

information for the members who registered online. To request this just send her an email. 

http://www.rvwfreewheelers.org/
http://www.rvwfreewheelers.org/
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Handling the Money 
 
 Registrants for the outing send their payment for the campground’s fees directly to you, the outing 

host. The host has the option of which payment methods she will accept. Registrations and checks will 
come separately when online registration is done. Most members use personal checks. Some may want 
to use Pay Pal, Money Orders, or bank checks. Each payment must be recorded and processed 

 
 1.  Contact the registrant by email as soon as you receive the payment to confirm that it has been     

received.  Let the registrant know when her check will be deposited. If the payment is either too 
much or too little, notify the registrant of the discrepancy and determine how she wants to handle 
it. The host decides if they want to wait until the outing to settle up or have another check sent. 

  
 2.  Record the amount of the payment and the check number on the individual’s registration   

  form as a backup record and bring with you to the outing. 
   
 3.  Record the amount of money on the spreadsheet/list. 
 
 4.  Deposit the checks in your account. (Usually a week or two before the outing) 
 
 5.   If someone cancels let them know you will shred their check, unless they want to send you a 
     self-addressed stamped envelope to return the check. 
 
 6.  On the agreed upon date (usually while you're at the outing) the campground must be paid the 

balance of the charges for the sites.  After you have received and checked an itemized list of 
charges, pay the balance due out of your account.  

 
 7.  At this point you should be able to return the advance for the deposit to FreeWheelers. Sometimes 

we roll it over to the following year if it's one of our preferred venues and the RV Park is willing. 
  
 8.   After the outing write up a report and send to activities coordinator. (See attached ex, last page) 
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Just Before, during and After the Outing—this is when it really gets fun! 

1-2 weeks before the outing send an email to all registered attendees (using your group distribution 
list). With the email include: final agenda, any reminders of things to bring, and list of attendees 
and their sites if available. Ask attendees to print these off and bring with them. 
  

1.    Assign sites to all registrants (except where the RV Park makes assignments), taking into account 
any expressed preferences. Note the assigned site numbers on the spreadsheet. 
 

2.    We have gone to standardized times for Fri evening appetizers 6pm, Sat am breakfast 9am and Sat 
evening dinner 6pm. All meals are potlucks and require people to bring utensils, plates and drinks. 
 

3.    If asked about amounts of food for potlucks, a suggestion can be made for a solo to bring a dish for 
4-6 people, and for two people to a rig food for 8-12 people. Most recipes are in this range. You 
need not post this, but occasionally a new member will ask. 
 

4.    This is your outing so offer what you would like, and attendees will decide what they want to do. 
People like to explore the area, hang out with friends, read, sleep, etc. You may want to plan 
activities, like outdoor games and field trips, or invite someone to make a presentation. This can be 
another member or an outside source. Saturday evening can include such things as dancing, 
karaoke and game night, or a movie if facility has the equipment.  
 

 4.  Obtain name tags for new members and guests, as well as name placcards to be hung on the  
  windshield of their rigs from our Membership Coordinator. 

 
 5.  When possible, greet everyone as they come into the campground (they can be asked to come to 

you when you know your site number ahead of time) and give them their information packet.  
 
 6.  If there are a lot of newbie's at the outing or someone is by herself, assign a friendly   

  FreeWheeler to guide them through the first day. 
 
 7.  If fires are allowed in the campground, lay the firewood out early in the day. That way   
   someone can light the fire if you are occupied with something else. 
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Sample outing announcement to FreeWheelers newsletter/website & RVW Magazine 

When: September 15th thru 18th, 2016 FreeWheelers Annual Meeting  

Location: Sugar Barge RV Resort & Marina, 1440 Sugar Barge Road, Bethel Island, CA 94511 

                www.sugarbarge.com, 800-799-4100 or 925-684=9075 

Hosts: The FreeWheelers Board, with reservations handled by Irene Paulin 916-212-5457,   
ipaulin@lzdz2.net 

What:  The FreeWheelers Annual Membership Meeting is being held in Sept. this year due to the RVW 
Convention being held the end of October. Saturday we will have the annual meeting with 
election of officers for 2017 and an education session in the afternoon with the California 
Highway Patrol. Additional information will be posted in the FreeWheelers newsletter and on the 
website as it becomes available; http://www.rvwfreeWheelers.org 

Registration Open:       6/1/2016   Registration deadline:  8/22/2016  

• Register online at http://rvwfreeWheelers.org or download form from Newsletter 

• Make out and mail check/registration to Irene Paulin, 1300 57th St., Sacramento, 

CA 95819 

Site rates: $34/night (no extra fees for pets or cars) 

• Rates are inclusive of two people and one vehicle per site.  

• Check in is between 1:00pm and 10:00pm 

• RV Rental Trailers also available. Call Sugar Barge to reserve/and pay for trailer. Send your 
site reservation amount ($34/night) to Irene 

•  

Cancellation deadline is August 29th. One night’s reservation will be charged if anyone cancels after 
August 29th. A cancellation is complete when you have a response to either a phone call or email. 
Please be sure to get the name of who you speak with if by phone.  

 

 

 

 

 

  

http://www.sugarbarge.com/
mailto:ipaulin@lzdz2.net
http://www.rvwfreewheelers.org/
http://rvwfreewheelers.org/
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Sample: Agenda to registered attendees (1-2 weeks before outing) 

Agenda may be emailed together with letter to registered guests only 
(Times have been standardized to eliminate confusion. Seasonal exceptions may be reasonable.) 

 
*Always included are:  Friday 6pm--Meet and Greet  
   Saturday 9am—Potluck Breakfast 
   Saturday 6pm—Potluck Dinner 
   Sunday 9am—"Clean out your refrigerator potluck" 
  

• All food and other activities will be in the clubhouse.   
• The clubhouse has a stove, fridge, and microwave.   
• If you want to use the clubhouse oven to cook your dish, 

please plan ahead as others may want to use it also. 
• Be sure to bring your personal plate, utensils and drink. 

 
*We usually have these feeding opportunities. Remember host rules, so if you want 
to try something else, give it a go. Remember we want times for people to get together 
 
Thursday – 4/7, 6:00 p.m.   

If you arrive early and want to go to the casino to the Lone Wolf Restaurant for dinner as a group, 
please sign-up by 4:30 at my site.  Reservations can be made so the restaurant can be prepared for 
a group. 
Menu:  http://www.jacksoncasino.com/images/lw%20dinner%20menu%209-25-15.pdf 
 

Friday – 4/8, 6:00 p.m.   
Appetizer potluck. Bring your best finger foods and let's call it dinner! 

 
Saturday – 4/9 

9:00-10:30 a.m.  Potluck breakfast.  Bring a breakfast item to share; hot chocolate will be 
provided. 
1:00-2:30 p.m.  ‘Know Your Art’ activity.  A sign-up board will be available Friday night to sign 
up for self-designated 3- to 4-people teams.  Prizes will be awarded. 
2:30-5:00 p.m.  For those of you that don’t take off to try your luck at the casino, card and board 
games will be offered. 
6:00-8:00 p.m.  Pot luck dinner.  Bring a tasty dish to share and be prepared to regale the group 
with your stories of wins and loses at the casino!!! 

 
Sunday – 4/10, 9:00 a.m.   

Clean out that fridge and bring to the club house.  Scrambled eggs will be provided. 
 
 
 

Please print this agenda and bring it with you. Thank you!    

 

http://www.jacksoncasino.com/images/lw%20dinner%20menu%209-25-15.pdf
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FREEWHEELERS ACTIVITY REPORT (for after the event) 

 
 
 

Part I (please use this form) 
 
1. Dates of Activity:  ________________________ 
 
2.  Name of RV Park, and Location:   Name:  ______________________________________________ 
  
                                                             Location:   
 
3.  Name(s) of FreeWheelers Activity Host(s):   
 
 
4.  We need to have the following information either on this form or in an email so that it   
     can be submitted on the appropriate form to RVW by the chapter. 
 
    a)  Number of people:  __________        Number of rigs: ___________      
 
 b)  Cost per night (include all):    
   
 c)  Total collected: $________________    Total paid to RV park: $  
 
 d)  Other $________________refunds for cancellations, deposit returned to treasurer, etc. 
 
 e)  Names of people attending outing (first and last names, member or guest) 
 
            Attach an Excel or Word list. 
 
 
 
 
Part II (submit in separate email after the event) 
 
We need to have a brief narrative of the outing for publication in our newsletter, on the website, and in the 
RVW magazine. Include activities and highlights that would be of interest to FreeWheelers who couldn’t 
attend and our national RVW audience. Pictures are always fun! See previous FreeWheelers Newsletters 
and/or RVW Magazines for content. Food opportunities need not be included unless noteworthy or a 
special event.  
 
These items should be sent (either in the body of an email, or as an attachment) to the Activity 
Coordinator.  Please complete the “article” as soon as possible while your memory is still fresh, and so it 
can go into the next FreeWheelers Newsletter and RVW magazine. 
 
Thank you very much!  
 


