Booking Hardboat Trips

When organising a dive trip it is usually necessary to pay for some things in advance such as accommodation deposits, hard boat fees etc.  The dive manager may ask for a cheque from the treasurer to cover these amounts or pay for them themselves and claim the amount back.  However, for any large payout the amount may only be claimed for if permission has been granted by the Diving Officer or, in their absence, the club chairman.
It is necessary for Clidive to protect itself from possible losses if a trip does not fill.  This means that permission is only likely to be granted if the following conditions hold:

· Enough deposits have been received to cover a significant portion of the payout or
· A large level of interest in the trip can be demonstrated in some other way

In all cases, the Treasurer must receive an invoice or a receipt for the amount paid out by the club.

The anticipated sequence of events when organising a dive trip that will require a large amount of money to be paid out in advance is therefore:

1. Set a provisional date for the trip and obtain quotations for accommodation, hard boat costs etc.

2. Consult with the Diving Officer to check that they believe the trip will fill.

3. Advertise the trip to the club making it clear that deposits are required before the trip can be booked and that the trip will not happen unless deposits are received quickly.

4. Once evidence of sufficient interest has been collected, obtain the permission of the Diving Officer (or the Chairman in their absence) for the required payouts.

5. Apply to the Treasurer for a cheque to cover the amounts.

N.B.  Any money paid out without having first obtained permission from the Diving Officer is done so at the Dive Manager’s own risk i.e. if the trip does not fill or has to be cancelled the club will not reimburse the amount paid.
