
MCVO Operations Manual 

The MCVO Operations Manual is intended to be a current and practical set of standards and 

definitions by which the club operates within the scope of the Motor City Viper Owners By-

Laws.  

Affiliation: 

MCVO is affiliated with the Viper Owners Association (VOA): 
Viper Owners Association 

PO Box 585 

London, OH 43140 

 
Primary Member Classifications: 
 
MCVO Primary Member/VOA Member 
A member who has registered and paid the national club (VOA). Member has all privileges of   
the national organization in addition to the full privileges set forth by the MCVO. National 
privileges and annual dues are defined by the VOA. The Primary Member’s official club mailing 
address shall be the address that is on file with the VOA. 
 
Primary Associate Member 
A member who has registered and paid via MCVO. Member has full privileges set forth by the 
MCVO. Dues are established by the MCVO Executive Committee, currently $85.00 per calendar 
year.  Starting with the 2024 club year, dues will the same as the rebate that MCVO receives 
from the VOA for MCVO Primary Member/VOA Member defined above. The Primary Associate 
Member’s official club mailing address shall be the address used when the current membership 
was paid. 
 
Primary National Affiliate Member 
A member who is an active member of any national club affiliated with MCVO and who has 
designated another region as their primary affiliation, but who also wants to designate MCVO 
as a secondary regional affiliation.  Dues are established by the MCVO Executive Committee, 
currently $58.00 per calendar year.  Starting with the 2024 club year, dues will the same as the 
rebate that MCVO receives from the VOA for MCVO Primary Member/VOA Member defined 
above.  The Primary National Affiliate Member’s official club mailing address shall be the 
address used when the current membership was paid. 
 
Primary National Affiliate Members are not eligible for Executive Committee positions. 
 
If an official club mailing address change is requested, it must be submitted in writing or via 
email by the Primary Member. 
 
 
 



MCVO Primary Member/VOA Member - Spirit of Viper Honorary Region 

A member who is honored with a lifetime national club (VOA) membership and does not select 

another region as a “Primary National Affiliate Member” described above. 

Dues are established by the MCVO Executive Committee, currently $58.00 per calendar year. 

Starting with the 2024 club year, dues will the same as the rebate that MCVO receives from the 

VOA for MCVO Primary Member/VOA Member defined above.  The Primary Member’s official 

club mailing address shall be the address that is on file with the VOA. 

Spirit of Viper Honorary Region members, current in their MCVO regional dues, are considered 
MCVO Primary Members and have full privileges as outlined in the MCVO By-Laws. 

If an official club mailing address change is requested, it must be submitted in writing or via 
email by the Primary Member. 
 
MCVO Social Member/VOA Legacy Member 
 
A member who once was an MCVO Primary Associate Member as defined above who no longer 
owns a Viper, or a member of the VOA that has registered as a VOA “Legacy Member” and has 
declared MCVO as their region of choice.  The dues for the MCVO Social Member shall be the 
same as the rebate that MCVO receives from the VOA for the VOA Legacy Member. 
 
MCVO Social Members and VOA Legacy Members cannot hold an MCVO Executive Committee 
position nor vote in any MCVO election matters. 
 
If an official club mailing address change is requested, it must be submitted in writing or via 
email by the Primary Member. 
 
Director Positions: 

Membership 

Maintains MCVO membership records, database and club directory. Communicates 

general club information to registered, renewing and prospective members.  

Motorsports 

        Oversees and coordinates MCVO driving and/or track events. 

Social 

         Oversees and Coordinates MCVO Social functions/events. 

Merchandise 

        Develops, orders and coordinates MCVO apparel and merchandise. 

 



Technology 

        Manages content and moderates contributor posts on MCVO social media platforms. 

Maintains MCVO Club website (www.MCVO.net) with club meeting, event notices, event         

registrations and general information concerning MCVO. 

Newsletter 

Collects, edits and prepares articles/images for digital and printed versions of Snake Bites. 

Photographer(s) 

Takes photographs at club events, coordinates solicitation of member photos, and 

maintains archives of digital photographs. 

Meetings:  

 

Regular Club Meetings 

Regular MCVO club meetings shall occur once a month on the first Thursday of each month 

from January through November. MCVO club meeting locations and times will be posted on the 

MCVO club website (www.mcvo.net) in advance of each scheduled meeting. 

Special Meetings 

Special MCVO club meetings may be called by the President, or in the President’s absence, by 

any one of the three (3) Executive Officers.  Any Primary member may make a request for a 

special meeting to the Executive Committee.  Notice of such meetings shall be delivered via e-

mail to the membership a minimum of three (3) days before a meeting. 

Annual Meeting  

The MCVO Annual Meeting shall be held on the first Sunday of May each year, or at such 

substitute date as the Board of Directors may designate and publish notice thereof a minimum 

of thirty (30) days prior. 

 

Events: 

The club’s official Events shall be functions authorized by the MCVO Board of Directors, shown 

on the club’s Calendar of events on the MCVO website, and noticed to the MCVO membership 

by club e-mails.  Such events shall be financed all or in part by the club’s funds or other 

resources of the club.  As defined in the event coordinators guide sheet (appendix A), events 

can be classified as Viper only events by the event organizer.  At the discretion of the event 

organizer, a non-Viper vehicle may be allowed.  All non-Viper vehicles are to be parked 

separately from Viper only parking and, if appropriate, at the tail end of the cruise procession. 

 

http://www.mcvo.net/


 

Events of Interest: 

Events of Interest shall be events sponsored by other entities that the MCVO Board of Directors 

have determined as sufficiently relevant to promote to the membership.  Such events shall be 

wholly financed by non-MCVO organization(s) or at each member’s expense. 

 

Fiscal and Administrative Matters:  

Official Addresses 

The official postal address for MCVO shall be: 51622 Promenade Lane, New Baltimore, MI 

48047  

The official e-mail address for MCVO shall be: viper@MCVO.net 

 

Books and Records 

The club shall keep the following documents:  

1. Correct and complete books and records of all financial accounts.  

2. Copies of the most recent five (5) years of tax returns. 

3. An annual budget.  

4. Copies of all current contracts and agreements with outside parties.  

5. Minutes of the proceedings of all meetings of its Board of Directors,  

6. A copy of the corporation’s Articles of Incorporation.  

7. A current membership list including contact information for all members.  

8. Copies of the current By-laws and supporting documents.  Such books and records shall be 

retained by the members of the Executive Committee of the Board of Directors until such time 

as they are conveyed to their elected successors.  Custodians of documents shall produce those 

records within one (1) week of being requested by the Board of Directors. 

 

Checks and Debit Cards 

The President, Treasurer, Social Director and Assistant Social Director (Cruise-in coordinator) 

shall have the power to incur financial obligations of the Club via the use of a debit card tied to 

the Club’s checking account in accordance with policies established by the Executive 

Committee.  The President and the Treasurer shall have the power to execute bank checks 

drawn on the Club’s checking account in accordance with policies established by the Executive 

Committee. 

 

 



 

Dues and Pro-rata Payment of Dues 

Starting with the 2024 club year: dues for all members not registered directly with the VOA will 

the same as the rebate that MCVO receives from the VOA for MCVO Primary Member/VOA 

Member defined above. 

Pro-rated dues are available on a first-time basis to new members who join the club in the 

middle of the year. 

New MCVO Primary Members not registered directly with the VOA or MCVO Primary Members 

rejoining the club after not being a paid member for the previous 3 membership years shall 

have their dues prorated per the following schedule: 

• 1st quarter (January through March) – 100% 

• 2nd quarter (April through June) – 82% 

• 3rd quarter (July through September) – 65% 

• 4th quarter (October through December) – 100%  Note: 4th quarter includes the 
following year in full 

 

 

Club Logotype 

The MCVO club logotype may only be utilized under authorization by the MCVO Board of 

Directors.  Club members who wish to utilize the logotype for a purpose outside the regular 

events and products scheduled by the Board of Directors must secure written authorization 

from the Board in accordance with the following: 

1.  A written request must be submitted to the Board illustrating the proposed use of the 

logotype and outlining the purpose and frequency of proposed utilization. 

2.  The logotype cannot be altered in any way.  Any authorized use of the logotype must be an 

exact reproduction of the graphic provided by the Board of Directors.  No wording or graphics 

can be added to the logo graphic, nor can there be any font substitutions. 

3.  The MCVO logotype cannot be utilized for personal profit. 

4.  The MCVO logotype must be utilized in a manner that promotes the Club and cannot be 

utilized in any manner that is detrimental to the image or interests of the Club. 

 

  



Current Board of Directors: 

Executive Committee 
President – Mike Sutton  
Vice President – Marty Heitkamp 
Treasurer – Mike Sutton 
Secretary – Paul LaPlant 
 
Directors 
Membership – Marty Heitkamp 
Social – Social Events Team 
Merchandise – Paul LaPlant 
Technology – TBD 
Motorsports – Paul McClorey 
Newsletter – Lori Emerling  
Photographer – Susan Andring 
Club Advisor – Rose Klutz  

Revision: May 21, 2023  

 

 

 

 

  



Appendix A 

MCVO EVENT COORDINATOR GUIDE SHEET 

 

1. All events and their budgets must be approved by the MCVO Board of Directors.  It is best if an 

event is approved at the beginning of the year when the Board sets its annual budget, but new events 

can be considered at any time. 

 

2. Event Coordinator is responsible for estimating number of participants and expenses associated 

with the event.  To ensure that the event breaks even financially, the Coordinator is responsible for 

combining expected expense information along with approved subsidy to determine cost, if any, for 

each person to participate.  Expenses incurred by the event coordinator prior to the event (gasoline for 

scouting trips, etc.) that are greater than $25 and less than $150 will be considered for reimbursement.  

Expenses incurred prior to the event that are greater than $150 will require Executive Committee 

approval. 

 

3. Event Coordinator(s) must fill out the Event Template form and submit it to the Board of 

Directors for approval. 

 

4. Event Coordinator(s) shall be responsible for making arrangements to secure the location(s), 

supplies and logistics for the event, including details relating to approvals, timing and costs. 

 

5. Event Coordinator(s) shall determine the type of the event (MCVO or EOI).  Event Coordinator 

can decide between these 3 classes, as follows: 

1) Viper Optional – i.e., Winter Party, Holiday Party, etc. 

2) Viper Strongly Encouraged 

3) Viper Mandatory – i.e., Veterans Day Parade, etc. 

  

 Unless otherwise noted: 

MCVO members are strongly encouraged to bring their Vipers to MCVO events or Events of Interest 

when possible. It is recognized that situations due to inclement weather, vehicle maintenance, etc. 

may necessitate attendance in a non-Viper vehicle. Please be aware that in those situations club 

members will be asked to park their non-Viper vehicles in a separate area and be positioned at the 

rear of a Viper caravan.  Use of non-Viper vehicles must be approved by the event coordinator. 

 

6. Event Coordinator(s) shall supply the necessary information (date, time, location, cost and 

related details) to the Technology Director by at least five (5) weeks before the event.  The Technology 

Director will then create and distribute e-mail, web and Facebook announcements for the event. 



 

7. A Google Doc will be established by the Technology Director for each event after the e-mail, 

web and Facebook announcements are sent out.  Event Coordinator(s) are expected to monitor the 

Google Doc for progress on member sign-ups and any necessary adjustments related to event 

promotion. 

 

8. Event Coordinator(s) shall be available for membership questions related to their event. 

 

9. Event Coordinator(s) are expected to attend their event, pay the required attendance fee and 

coordinate activities related to the event.  If other members are necessary to facilitate the event, the 

Event Coordinator(s) are responsible for arranging their participation. 

 

10. Event Coordinator(s) are responsible for accurate documentation of the members who attended 

their event.  That documentation shall be recorded on the Google Doc for that event. 

 

11. Event Coordinator(s) are responsible for writing a newsletter article summarizing their event. 

 

12. In any situation where the Event Coordinator(s) are unable to perform any of their 

responsibilities above, it shall be the Event Coordinator(s)’ duty to promptly find suitable alternates to 

fill their role. 

 

 

 

 



 

           EVENT TEMPLATE

Event Name:

Estimated Attendance: Cost Per Person:

INCOME

Description Amount Notes

Member Payments:

Club Subsidy:

Misc. Income:

Total Budgeted Income:

EXPENSES

Description Amount Notes

Total Budgeted Expenses:

SUMMARY

Actual Income:

Actual Expenses:

Net:


