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GENERAL GUIDELINES FOR  CLUB SPONSORED  
ACTIVITIES AND EVENTS 

As a member representing the club, we ask you to remember to be welcoming 
 to all members at all times. 

• When hosting a club activity or event in any location, including one’s home, the 
member is acting on the clubs behalf and agrees to follow the guidelines set up for 
that event or activity group and club bylaws. 

• When a budget is involved in an event or activity, the estimated budget is to be pre 
approved by the board and/or the treasurer prior to spending any money.  

• Expenditures will not be reimbursed without prior board or treasurer approval.  
Members will be reimbursed expenses directly that are incurred for the event or 
activity. 

• All reimbursed items are to be accompanied by receipts. 

• Activity group coordinators may request approval and be reimbursed for planned 
group activities if approved by the board or treasurer.  

• Club sponsored activities and events are not private parties; all members will be 
offered equal opportunities to attend. 

• When the event or activity is limited to a small number,  invite the members who 
missed the last event first.  Follow up with a second invitation to all members of the 
group on a first come first served basis. 

• WhatsApp activity group coordinators - keep the content relevant to the group 
activities, drop members who don’t participate after a reasonable time (time-frame to 
be established by each group coordinator). 

CICB Board  

      



GOLF, PÉTANQUE AND LUNCH GUIDELINES 

The GPL is typically held the first Monday of each month (except July and August or 
holidays) 

The guidelines are as follows: 

-   A board member organizes the monthly GPL 
-   Creates and Emails the invitation to all members 15 days before the GPL 
-   Coordinates the lunch menu  
-  Tracks the registrations on the google spreadsheet 
- Transfer the list of participants from the google spreadsheet to the numbers 
spreadsheet (example attached) 
- Send the list of participants to the activity coordinators for 18 hole, 9 hole golf, 
petanque the Thursday BEFORE the GPL. 
- THE THURSDAY evening before GPL date, totals the number of the participants and 
emails the restaurant manager (lamasiacostabrava@gmail.com)at the Costa Brava 
Golf the number of members having meat, fish or other selection as the main course 
for lunch. 
- Email the final numbers sheet of attendance, amount due etc. to the treasurer, 
secretary, president and event coordinators 

- The Thursday before the GPL date, the coordinator is to set the list of attendees and 
send it to treasurer to have participants pay the lunch fees. When members pay their 
lunch fees at the GPL, the treasurer hands each member a color coded disk to set by 
their plate at lunch so the server can see who has ordered what dish. Disks are 
collected at the end of lunch for reuse. 

-NOTIFY all involved of any last minute changes  

- When each participant has paid his bill to treasurer, lunch can start. 

- During the meal, announcement of golf and winners and the winners are given their 
prizes (bottles of wine) or if there is a tumbola (raffle), prizes distributed. 

- After lunch, treasurer pays the bill + tip to the restaurant manager. 

Examples attached 

mailto:lamasiacostabrava@gmail.com


  

 

CICB - CAR RALLY PLANNING GUIDELINES

         (Suggestions to help make planning the rally easier) 


The car rally competition is an annual event usually taking place the 2nd or 3rd week of May.  
There is a set route with a map in search of correct answers to a set of questions along the 
route. The team that scores the most points is the winner and becomes the organizers for the 
next car rally. Should the winning team choose not to accept, the 2nd place team is awarded 
the ‘prize.’ 


About 4- 6 months before the Rally:

- In consultation with your group, choose a date. Have the date approved by the CICB Board.


- Review budget targets. Note: the Club will reimburse, approved by the treasurer for fuel, not 
more than €100.  The club will not reimburse for any miscellaneous expenses consumed as 
you plot the route. The club will reimburse for expenses such as printing, paper, signage,  



etc. with receipts. Note: the club does own clipboards and a few other small items that will 
be useful.


- NOTE: The purpose of the budget is not for the organizers to get reimbursed for 
their expenses in planning the route. The budget is a target, the goal is to stay within 
budget, to subsidize the cost of breakfast, snacks lunches so club members can enjoy the 
day without paying for all costs. (for example the cost of lunch from the restaurant is 40€ 

but members are charged 30 or 35€)This is the type of event that the club dues help pay 
for. 


- Select a region and plot a provisional route (maximum 60 to 90 km, 3 to 3.5 hours).

- Review routes and questions from previous years.


- Select starting point (restaurant for light breakfast) and end point = Restaurant with

     lunch option for up to 40-50 participants, make sure there is sufficient parking.

     Determine costs for staying within the budget.     


- Make price agreements with restaurants and confirm them by email. Calculate wine costs! 
Restaurants typically calculate wine consumption at ½ bottle per person and will charge for 
additional bottles consumed.


 


About 3 months before Rally:

- Drive the exact route and determine exact stops, record photo opportunities and details/
points of interest, then time the route including stops.


- Take into account sufficient parking at each stop and possible limited mobility of participants.


- Write down questions and answers where necessary, including time required.


- Arrange a stopover for coffee or refreshment, make a price agreement, plan a time.

 


About 2 months before Rally:

- Drive/refine the rally route, come up with questions about history and/or background, take 
photos for questions. Check the timetable carefully because lunch should start 1:00-1:30, no 
later than 2 p.m.


- 2 months, put the first plan for the route on paper, including photos and questions. Create a 
separate question/answer list. Create a Helptext - for members who have lost their way.


- Confirm agreements with the starting restaurant, stopover and final restaurant again by 
email. Arrange for a specific lunch menu with the restaurant limiting participants choices to 
2-3 each (segundo, postre). Agree cost of cava/wine & tip.


- Have proposed budget finalized, review/approved with events coordinator and Board.




- Have the nameplate of the last winner engraved.

 


1 month before Rally:

- Advice: Drive the route together with 2 non-participants based on the route description. One 
or two of the organizers should act as a rider to note down any problems to be fixed. 


2-3 weeks before Rally:

-  Have directions (map) (numbered), questionnaire and answer list (numbered) printed. 

    note: print on both sides of the paper, saving costs and paper).


-  Create a map and answer checklist with correct answers and print.


- (Create a starting list with departure times (this also to avoid crowds upon departure). 


- NOTE: many members have complained about the staring time as TOO early and the day 
too long. Meeting time between 9:30 -10 arriving at restaurant (final destination) no later than 
1:30 could result in higher participation numbers.


- Car rally invitation will be created and sent to members about 3 weeks before the rally date. 
Advise event coordinator of any wording you would like in the invitation.


-
- Prepare evaluation/ suggestions sheet for members to complete at the end of the rally.


- Event coordinator will send the final confirmation email including starting list to participants.


- Events coordinator to compile payment list and food preference list.


- Submit specific cash request (with invoice or payment agreement) to treasurer for payment 
for breakfast, stopover and restaurant.


- Check again for diversions or closures 1 or 2 days in advance of the Rally route.


Day of Rally:

- Be present at starting point and ready half an hour before start time 

- Bring clipboards, directions, answer sheets, evaluation sheet, pencils


- Note: treasurer or assigned board member will collect fees from members.

 


- Make sure to be present at the final destination 30 minutes before the planned arrival of the 
1st participant to welcome everyone.


- Checking submitted answer lists with 4 people for speed

- Collect evaluation sheets

-  Review winners with president before award ceremony

- Awards ceremony 




- Pay the restaurant afterwards (tip), keep all receipts for a cost review.


-  Pass clipboards and evaluations to winners or event coordinator.

 


Tips: 

- Many members often like to keep the directions and have the question/answer list back 
afterwards.


 


No later than 3 days after the rally:

- Process restaurant bills, (make sure you have receipts for everything)  and other costs, 
submit to treasurer.


- Turn in route map and questions and answers to event coordinator for review for future 
planners.


Revised September 2026

CICB Board


QUIZ NIGHT PLANNING GUIDELINES 

Quiz Night is an annual event that takes place each fall. Preparation starts 
approximately two months before the chosen date and once a suitable venue is found. 
A room is needed to seat about 40-45 people around tables for teams of 4 people. 

The last couple of years the quiz has been conducted using an iPad presented through 
a large TV or projector. Make sure whatever program and hardware you use, 
(powerpoint or keynote for example) is compatible with the projection equipment and 
make sure everything is fully tested a few days before the actual event. A dry run in the 
actual room is highly recommended as technical things can go wrong, like no audio for 
music and videos or extra power chord extenders. 

The format for the quiz has recently been a selection of 60 questions, 6 categories of 
10 questions each. The categories can be on any subject, but questions need to be 
aimed at different nationalities, cultures and age groups. Try and avoid sports questions 
as these tend to be too specific and a lot of our audience does not follow sports. 

Recent categories have been for example: 

• World Geography 
• European Capital Landmarks 
• Nature  



• Music 
• Movie Theme Songs 
• Art Famous Paintings 
• Machines and Inventions 
• General Knowledge 
• World Heritage Sites 
• Food and Wines 

Each question is shown on the screen with 4 possible answers displayed, A;B;C;D. This 
at least gives everyone a 25% chance of guessing if they don’t know the answer. The 
layout shown below is the most effective, clearly written question and answers visible 
for everyone at the back of the room. A simple picture to illustrate the question 
provides a visual to make it more interesting than just words. Its very easy to search for 

images using google search and a simple image capture software tool. 

There are many sample quiz questions available on the internet if you search, but 
sometimes the hardest part is finding 3 alternative and plausible answers. A useful trick 
is to search for contemporaries of the artist or painter or inventor for example. This 
offers other candidates from a similar period or genre. 

Present all 10 questions in each category, then repeat the question slides but the 
second time highlight the answers for each of the 10 slides. 

Each team is provided with an answer sheet, a sample is attached at the end.  They 
write in their team name and then circle each nominated answer. At the end of each set 
of 10 questions and before the answers are shown, the teams swap answer sheets with 



another team who then mark the answers as they are shown and write in the score for 
each section. 

Just in case there is a tie after all 60 questions, it is advisable to add a few extra 
questions to use as tie breakers. 

Putting 10 questions together can take some time with the google searches and slide 
arrangements. It could take 2-3 hours for one category of 10 questions so try and 
spread the work out over multiple days, hence the need to start a couple of months 
before the quiz night date. 

Invitations  to Quiz Night are usually sent about three weeks in advance. Tapas are 
served along with a welcome glass of cava and wine. The club subsidizes the cost of the 
venue and a portion of the food and beverage costs. The events coordinator tracks the 
attendance and give the attendance list to the treasurer who then collects the money. 

Attendance to Quiz night the last few years has been between 40-46. 

David Stuttard 

May 2024 



EVENT PLANNING GUIDELINES 
     (SUMMER/ WINTER PARTY) 

When planning any big club event, the board must first approve the theme, purpose, 
date and any expenses (budget)  associated with the event. This could be up to 3 
months in advance, depending on the venue.  

The event coordinator is in charge of these events unless an organizer is either 
appointed or has volunteered for the position (with board approval).  

Invitations for these events should be sent to club members approximately 3 weeks in 
advance as a minimum of members signed up for the event might be a requirement of 
the restaurant/venue. 

Frequently, the summer and winter parties have involved a live band that needs to be 
booked months in advance as well as a restaurant venue that needs to be booked well 
in advance. The budget for these big events is typically 600-800 Euros (with band).  

To justify the significant expense, no less than 35 members should be signed up for the 
event for it to go forward. 

Invitations are issued by email and attendance is tracked by the events coordinator.  

A list is created from the google spread if the registration was by link, if not a list is 
created with attendees names, meal requests and amount due. This list is sent to the 
treasurer so she/he can collect the appropriate funds from each member. 



CULINARY ADVENTURES GUIDELINES 
     The Culinary Adventures comprises excursions to restaurants, to any organization 
that is food related (such as a cooking school, organic farm, winery, fruit orchards, olive 
groves etc.) and in-home cooking demonstrations. These activities typically are between 
5-8 times annually.  

GUIDELINES FOR AN ADVENTURE: 

- Each specific excursion and approved by the CICB Board approximately 4 
weeks prior to each outing.  

- Participation is typically limited to 16-20 members and guests.  

- When there an excursion and/or luncheon involved, the Culinary Adventures 
coordinator communicates with the organization/restaurant and makes all the 
arrangements for the group. This must be done prior to sending invitations. 

- Invitations are emailed to all club members. Places are reserved on a first 
come, first serve basis (unless, when the event or activity is limited to a small 
number, invite the members who missed the last event first.  Follow up with a 
second invitation to all members on a first come first served basis. 

- The information and planning of the invitation should be done by the culinary 
adventures coordinator with the approval of the club events coordinator.  

- Invitations should be sent approximately 2-3 weeks in advance. 
- The events coordinator will send the invitations to the membership and track 
registrations and will communicate the final attendance list to the culinary 
adventures coordinator.  
- Participants pay for their own excursion and/or lunch and donate for the 
restaurant tip. 

PAST CULINARY ADVENTURES EXPERIENCES  
2019 
MOOMA, Palau-sator - Apple orchard tour and luncheon  
Wine tasting - Costa Brava Golf 
Thanksgiving Feast 
2023 - Toulouse Wine Festival 
Perelada Winery visit and tapas 
Thanksgiving Feast 
2024 - Far Nomo Luncheon; Guess who is coming to lunch; Holiday Luncheon@Hotel Trias 
2025 - Codorníu winery, Pals rice tour, lunch 



GUIDELINES FOR ORGANIZING AND HOSTING:  
      IN-HOME COOKING DEMONSTRATION 

Note: the culinary adventures coordinator oversees the activities of the cooking 
group. 

The in-home cooking demonstrations typically occur between 3-4 times a year. 

The traditional format has been up to 10-15 members attend a cooking 
demonstration in another members home,  The number of members invited 
depends on the size of the kitchen and room for guests in the hosting members 
home.  

Each group meeting usually has a theme and a demonstration, over the years it 
is usually of one dish or two depending on the theme. 

Invitations are emailed to group members. Preference for attending will be given 
to those members who did not attend the last cooking demonstration.  

The WhatsApp group is used to share photos of each demonstration and recipe 
exchange. 

It is the responsibility of the coordinator of the cooking group to organize where 
each meeting is held, to coordinate the theme and what dish is to be 
demonstrated. The coordinator should check with the hosting member to 
ensure there are enough supplies, tableware etc. to accommodate the members. 

Members are usually asked to contribute 5€ towards the expense of the 
member hosting the meeting.   

  



CULTURAL EXCURSION GUIDELINES 
The Cultural excursion coordinator is to plan up to 4 annual cultural activities. These 
activities would include a trip to any type of museum, historical site, art gallery, or 
concert. These are typically morning/afternoon activities that include lunch. 

- Dates of and each specific excursion should be approved by the CICB Board at 
approximately 4-6 weeks prior to each outing.  

- Participation is typically limited to 20 members and guests.  

- If there a luncheon involved, the cultural excursion coordinator communicates with 
the restaurant and makes all the arrangements for the group. This must be done 
prior to sending invitations. 

- Invitations are emailed to all club members. Places are reserved on a first come, first 
serve basis.  

- The information and planning of the invitation should be done by the cultural 
excursion coordinator with the approval club events coordinator.  

- Invitations should be sent approximately 2-3 weeks in advance. 

- The events coordinator will send the invitations to the membership and track 
registrations and will communicate the final attendance list to the cultural excursion 
coordinator.  
- Participants pay for their own lunch and donate for the restaurant tip. 
                         Note: historical attendance varies from 6 -18 each excursion 

PAST CULTURAL EXCURSIONS: 
2024 
Barcelona Maritime Museum 
Empuries Ruins 
Ceret, France 
Museo de Mediterránea, Torrella de Montgri 

2023 
Girona Cathedral & St. Felix 
St. Pau Hospital 
Ullastret Ruins 
Palau Solterra  
Museums in Palafrugell 
Juan Miro Foundation 
2022 
Jewish museum, Girona 



CICB EXCURSION CHECKLIST

Excursion:

Excursion venue and date approved by the CICB BOARD; advise 
web master of date and venue to post on club calendar 

Date, cost, all details agreed to with the venue; if lunch is included, 
price, detailed food list agreed to BEFORE POSTING ON WEBSITE

Create an invitation: be sure to include meeting point and time site, 
address, directions, car sharing info. Price per person, if cash is 
required. Date must members must respond by (NOTE: invite 
should be sent approximately 14/18 days in advance) be sure to 
Include how to register 

Forward the invitation to the events organizer to email to club 
members

Confirm restaurant reservation, exact amount of people, if 
reservation includes wine, is it a glass, half bottle per person, price, 
exactly what food will be served 

Ask for a receipt if the club is subsidizing any part of the cost of the 
excursion. The receipt with explanation to be turned into the 
treasurer within a few days

Advise the events organizer of the final total number of partipants 
for the year end event/excursion summary

 Checklist completed - date &signature:



GUIDELINES FOR PÉTANQUE  

PETANQUE GPL:  

3-4 days  before the monthly GPL, the person from the CICB committee responsible for 
centralizing registrations sends me by Email the list of pétanque participants and their 
partners.  This way the teams are properly constituted.  If participants do not have 
partners, then I allocate them 1 partner among the other participants without partners. 
 It takes two people to make a team and 2 teams to make a match.  The match 
calculation tables take into account the number of teams.  If a team has too many 
players, each team takes a break to allow everyone to play.  If a player is in surplus, 
another player from another team must also play with him to form another team.   

PÉTANQUE - every other Thursday April - November 

The pétanque activity groups typically play two times a month on alternating 
Wednesdays starting at 11:00 a.m. The match is usually about two hours in length. 

One the Sunday before, a WhatsApp message (in English, French and Spanish) goes to 
all the group participants advising when the match will be held.  Participants who can 
play, sign up on the WhatsApp message.   

If for some reason the activity is cancelled (bad weather or not enough participants) the 
group coordinator informs everyone in the WhatsApp group.  

Guy Claude Allard 
May 2024 

GUIDELINES FOR PITCH AND PUTT  

The P&P is typically held every 2 weeks on Thursdays alternating with Petanque at 
10:00 or 10:30 depending on the location of the course. 
The dates are set by the coordinator and posted in the WHATSAPP group.  
The guidelines are as follows: 

- The Sunday before, through the WhatsApp pitch’nputt group, the invite should be 
sent in 3 languages ( English, French and Spanish), specifying the date, the time and 
the course. 

-  If for some reason the activity is cancelled (bad weather or not enough participants)             
    the group coordinator informs everyone in the WhatsApp group. 



- A Quick answer is required 
- *Yes, you join and if you plan to stay for lunch, if lunch is offered that session.       

	 *Yes, you join but don’t stay for lunch 
       
          *An response is NOT required if you don’t plan to join. 

- When the P&P coordinator knows how many players will join, reservations are made 
at the course for tee times and for lunch. 

- On D-Day, the players meet at the scheduled time, teams are made and the game can 
start. 

- When game is over, players gather for lunch and each pays for their own lunch, 
coffee and drinks. 

Georges Sorbets 
May 2024 

INTERNATIONAL BOOK GROUP GUIDELINES  

The international book group typically meets once a month (except July, August & 
December) on the last Monday of the month.  The current meeting time is 3:00 p.m. As 
in all activity groups, members of the group participate in that particular activity; in the 
book group it is the expectation that members read the book and join the discussion in 
the meetings they are able to attend. 

Book group members share the book selection on a rotating basis.  The suggested 
requirements for a book are no more than 400 pages (preferably less) in length, books 
must be available to read in the language the members read in, typically  English, 
French, Dutch and Spanish. If a book doesn’t meet the criteria, then a new selection 
must be chosen. 

Books are typically novels but autobiographies, biographies and nonfiction are welcome. 
Books may or may not have been previously read by the person selecting the book. 

The current format of the meeting is the member who has chosen the book, introduces 
the book and provides insightful details about the book and author. The discussion is 



then open to the group with the coordinator of the book group typically leading the 
session.  

Updates and reminders are sent through email and WhatsApp; notifications of meeting 
time and place are communicated by the book group coordinator.  If a member is 
unable to attend a session and has read the selection, it is requested the member put 
her/his comments on the WhatsApp group chat so they can be read and discussed at 
the session. 

The group size historically over time has been between 8 -14 members  We try to 
choose the books 2-4 months in advance, members volunteer and choose the month 
for their selection. 

Mary Ellen Marino 
Linda Stuttard 
 2025 

WINE TASTING GROUP GUIDELINES 

The wine tasting group met on a more regular basis in 2024 but has not been active in 
2026. Previously wine tastings occurred only occasionally. The intent is to offer wine 
tasting as a quarterly or semi annual activity.  

Wine tastings have been held at the Costa Brava Golf in the past but wine tasting 
events may be held in other locations. The theme is chosen and wines are suggested 
for the tasting, after the tasting, there is typically tapas on offer. 

Invitations created and  are sent by the event coord by email to all club members for 
each event approximately two weeks prior to the event. A maximum of 20 club 
members can attend. Preference will given to those members who did not attend the 
previous session if there is an excess of members signing up, after that those who 
signed up by date order. 

The cost for the event has been between 20-25 to date which includes tasting 4-5 
wines and tapas. 


