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Board of Directors Duties 
 

The President shall: 
1. Be the principal executive officer of the corporation. 
2. Supervise and manage all business and affairs of the corporation 

3. Preside at all membership meetings and Board of Directors meetings 
4. Have authority to appoint such agents and representatives of the corporation, as he 

shall deem necessary and to delegate the authority to them. 
5. Have authority to sign all documents on behalf of the corporation in the course of its 

regular business with the consent of the majority of the Board of Directors. 

6. Authorize the Vice President or any officer or agent of the corporation to sign such 
other documents in his absence, with the same authority. 

7. Approve the Trail Operations Committee with the Board of Directors. The president 
will have oversight of the Trail Operations Committee.  

8. The President shall approve such committees or coordinators as necessary to work 

on projects and events. 
 

The Vice-President shall: 
1. Attend all membership and Board meetings 

2. In the absence or resignation of the President, perform the duties of the President 
3. When so acting, shall have all the powers of and be subject to all the same 

restrictions upon the President. 

4. Perform other duties as directed by the President 
 

The Secretary shall: 
1. Attend all membership and Board meetings 
2. Take and distribute the minutes of the Membership meetings 

3. Take and distribute the minutes of the Board of Directors meetings 
4. Be the custodian of the records of the corporation 

5. Perform all the duties incidental to the office of secretary and such duties as may be 
delegated or assigned by the President 

6. Send appropriate Club correspondence ie: Thank You notes or cards for special 

needs of the members 
 

The Treasurer shall: 
1. Attend all membership and Board meetings 
2. Conduct duties of Treasurer according to club by-laws and applicable laws 

3. Pick up mail on a regular basis from PO Box 866, Eagle River 
4. Pay all bills in a timely manner 

5. Make deposits for all checks and cash received in a timely manner 
6. Maintain financial records 
7. Reconcile checking account at least weekly and all other cash accounts monthly 

8. Prepare monthly financial statements 
9. Prepare a Budget versus Actual report  

Sno-Eagles, Inc. Snowmobile Club 

Duties of Board Members, Committees and 

Coordinators 
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10. Present month end financials at all board and membership meetings 
11. Maintain files for all receipts and invoices per chart of accounts 

12. Submit fiscal year financial records to club accountant for preparation of annual 
Federal Tax Return 

13. Prepare annual budget for presentation to the Board of Directors at August Board 
Meeting 

14. Review Groomer Driver’s time sheets and submit to accountant for preparation of 

payroll checks 
15. Send donation receipt letters as required by the IRS 

16. File required documents to obtain annual raffle licenses 
 
The Directors shall: 

1. Attend all membership and Board meetings 
2. Be elected by the membership for a two year term 

3. Represent the Membership by supervising the activities of the club/corporation 
4. Directors have the Fiduciary responsibilities of the corporation during the year 
5. Directors each have a voting right at the monthly Board meetings to act as a 

representative of the membership in safeguarding the mission of the club and the 
financial stability of the corporation/club 

6. Directors are expected to take a leadership role in club activities above and beyond 
meeting attendance 

7. Manage and safeguard the business and affairs of the corporation as stated in the 
By-laws 

 

 
Committees and Coordinators Duties 

Current committee members and Coordinators will mentor incoming members/Coordinators 
and provide further details beyond this document.  
 

Activities Coordinators:  
1. Assume responsibility for accomplishing their particular activity  

2. Report various activities at the Board of Directors (BOD) meetings and at the 
Membership meetings.  

3. Coordinators are needed for the following activities:  

a. Christmas Party 
b. Miss Sno-Eagle recruitment, selection, and scholarship acquisition 

c. Sno-Eagles Night Out (SNO) 
d. Weekday Rides 
e. Weekend Away 

 
Community Partners Campaign Coordinator: 

1. Update the Business Support List and mail out the Business Support Request to all 
listed businesses. The Business Support Letter will be written by the President.  

2. Order and distribute the Business Support Chevrons with a Thank you letter to each 

business that supports the club.  
 

Election Coordinator:  
Serves to facilitate the Election of Officers and Directors at the Club’s Membership meeting 
in March. The Election Coordinator shall conduct the business of the Club in accordance 

with the Bylaws of the Sno-Eagles Snowmobile Club. Each member participating in the 
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election process shall be a member in good standing with the Sno- Eagles snowmobile 
club.  

Responsibilities of the Election Coordinator include:  
1. Seeking nominations for each position that is open for election 

2. Credentialing of all proposed candidates for election verifying they are able to fulfill 
the duties of office and that each candidate is a resident of the Eagle River area prior 
to the start of the Club annual meeting.  

3. Sending and collecting Absentee ballots that are requested by club members 
4. At the Annual Meeting the Election Coordinator will open the sealed absentee ballots 

for counting.  
5. The Election Coordinator is responsible for tabulating, recording, and certifying the 

results of elections. The President will announce the start of balloting.  

6. Each member will complete his or her ballot and hand it to the Election Coordinator.  
7. Ballots will be checked to ensure validity.  

8. Election Coordinator will count the ballots. The number of votes for a given candidate 
shall be counted repeatedly until the same result is obtained twice.  

9. The number of votes for each candidate shall be recorded on the election report and 

certified by the Election Coordinator.  
10. The Election Coordinator will then hand the election report to the President, who will 

announce the results.  
 

Fundraising Activities Coordinators:  
1. Each coordinator assumes responsibility for accomplishing the fundraising activity.  
2. With the help of the Volunteer Coordinator, will recruit volunteers needed to 

accomplish the fundraising activity 
3. Report fundraising activities at the Board of Directors meetings and at 

the Membership meetings.  
4. Coordinators are needed for the following activities: 

a. Brat fry and Bake sale(s) 

b. Beerfest 
c. Cash Raffle 

d. Sno-Eagles Party & Cash Raffle Drawing event  
e. Cranberry Fest (staff the bake sale) 
f. Eagle River Car, Truck and Motorcycle Show 

g. Groom to Ride raffle tickets and drawing event 
h. Map Advertisers/Map Boxes 

i. Sno-Eagles Champion Campaign 
5. Pond Hockey Committee will ensure all details to allow the club to provide 

concessions and beer sales at the National Pond Hockey Championship weekend 

event are covered 
 

Membership Coordinator: 
1. Process all memberships 
2. Maintain membership records and share with the BOD and Volunteer Coordinator.  

 
Publicity Activities:  

1.  Publicize the Sno-Eagles, its upcoming events, and past events with Coordinators for 
the following: 

a. E-Newsletters 

b. Sno-Eagles Website 
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c. Social Media 
d. Calendars of Events  

e. Press Releases (for Vilas County News Review and two articles annually for 
Wisconsin Snowmobile News magazine) 

2. Designate member(s) to update the Trail Condition reports for: 
a. Sno-Eagles.org 
b. TravelWisconsin.com  

c. Snowtracks.com 
 

SNARS (Groomer Tracking System) Coordinator: 
1. Collect trail maintenance worksheets 
2. Enter all trail maintenance work, labor, equipment, and grooming activities into 

SNARS 
3. Correct any errors in the worksheet vs. SNARS entry 

4. Report total hours periodically to the BOD 
 
Snowmobile Safety School Coordinator: 

Organize and implement the annual Sno-Eagles sponsored WDNR Snowmobile Safety 
School. 

1. Secure location, presenters, and donation and delivery of food 
2. Promote the Snowmobile Safety School 

 
Trail Easement Coordinator: 

1. After Vilas County sends out the current list of Funded Trail landowners to Club 

President in the fall, shall verify the landowner list and make necessary changes. 
Return updated list to the President to certify and return to Vilas County. 

2. Communicate with the club to ensure a letter is sent to all new landowners 
3. Send Thank You letter with gift certificate to all landowners 

 

Trail Operations Committee: 
The Trail Operations Committee (TOC) committee is composed of division managers 

(Equipment Maintenance Manager, Grooming Operations Manager, and Trail Maintenance 
Manager/s) with supporting staff who are all club members.  

1. Collaborate/communicate regularly to ensure smooth and efficient management of 

the Sno-Eagles trail system and operations.  
2. Coordinate with the President and report to the Board of Directors.  

3. See document entitled Trail Operations Committee for further details.  
 
Volunteer Coordinator: 

1. Recruit volunteers to assist with Sno- Eagles activities 
2. Arrange for appropriate training when needed 

3. Produce volunteer schedules for activities 
4. Assist in the development and implementation of new volunteer opportunities 
5. Keep records of volunteers’ information and assignments 

 


