Responsibilities for USSA Office/Membership Operations
RACE CLERK POSITION

An Individual to provide the following operations services for USSA for the 2019/20 race season.

Responsibilities:

-Expediently fielding incoming calls, providing answers or directing the calls to the appropriate
person or persons.

-Open and respond to all emails in a timely manner. (May have more than one email location to check.)
-Solicit membership and provide information on the upcoming season. This includes a mailing in
September / October timeframe to all members of record of important updates the Board wants you
to know plus membership info like registration and tech forms.

-Maintain membership records.

-Accept membership and registration through Raceday (or board approved database).

-Compile registrations and set into class and heat/round structure for distribution at the start of and
during the event.

-Maintain registration records.

-Notify members of yearly schedules.

-Office supplies will be supplied by Race Clerk.

-Other duties as needed to support USSA, contractors, manufacturers, promoters and members.
-Notify members of any changes or cancellations.

-Assist President, Race Director and Director of Competition in keeping Facebook and website current
by posting or supplying information as needed in a timely fashion.

-Schedule and/or assist organizing and updating membership on date of banquet.

-Work with Director of Competition to get schedule posted to web for times of registration, parking,
practice, daily meeting and race start times by Wednesday Night of a race weekend.

-Work with Director of Competition to get Order of Day posted to internet before race day.

Insurance:

On a weekly basis inform the Race Director and Director of Competition of any injuries that are
sustained during any USSA event. Inform the Director of these accidents/ incidents along with waivers
by deadline of insuring entity (normally on Monday following each race).

Race Operations:

Acquire registration information.

Compile points for all entrants and publish or provide standings for internet.
Direct staff to tabulate funds and create deposits slips.

Publicity:
Provide media information contact person in trailer during event.
Send race results to manufacturers, race teams and sponsors as requested by party.



Recordkeeping:

Contractor would maintain USSA files, electronic and hard copy, and provide information as directed
by the board of directors. Files would need to be supplied to the executive board on demand within a
72 hours period. Provide all passwords to President and keep updated as changed.

Required hours/time of operation:

Would be required to operate a staffed business office on a regular basis during the months starting
Sept 1, 2019, through April 30, 2020. Actual hours are completely at contractor control; however,
every effort must be made to fulfill the needs of USSA, when accepting these contract responsibilities.
USSA expects that during race season, more time will be afforded to the effort, and hours will be
posted as to when members can reach your office for consultation, entry information, and possible
race sign up.

Race season:

Is construed to mean the time encompassed from the start of actual racing, (first actual race date) to
the end of actual scheduled racing, (banquet weekend). During the balance of the contract year,
contractor is required to check phone, mail and e-mail messages two times weekly minimum, and
forward all communication to proper parties, or act as needed to fulfill request. USSA does request
that the winter race season hours accommodate drivers of the association who are predominantly in
the Central Time zone.

Additional notes for consideration and action during the term of the contract:

Will be required to have a suitable workspace/office. May be required at times to meet with USSA
Executive Board Members. If meetings with other representatives are needed, the contract holder will
work with the party to pick the place and time of meeting. If the contract holder allows meetings to be
held at the office, contract holder is responsible for any and all liability and liability insurance if a
visitor/representative was injured at her home.

While general bookkeeping is considered part of the above contract, a separate bookkeeping program
will be in place to assist and streamline this duty. Any trips to the accountant’s office or consultations
with the Treasurer will be paid mileage.

In addition any checks if drafted must continue to be signed by the treasurer. During the race event
the deposit of funds consisting of entries, memberships, and other income shall be directed to the
Treasurer or assigned representative.

While it is understood that you have other duties trackside during the event, it is your responsibility
to monitor the deposits and the person directed to assemble the deposits. Race Clerk and the
treasurer shall work out details of method of deposits, bank of deposits, and how deposits shall be
made. Race Clerk and the treasurer shall have a working agreement on who will perform point fund
calculations at the end of the race season per board direction. Furthermore, final accuracy and how
point fund checks will be disseminated shall be double checked by the treasurer or other board
member approved by President.



***Additional Responsibility:

Direction of Staff during race events.

While it is understood your trackside duties take you away from the mobile office, you are responsible

to have an employee staffed in the mobile office to provide the following in your absence:

1. Sell memberships,

2. Ensure everyone who gains late access to the race facility has a waiver signed.

3. Have someone on staff able to greet and direct VIP’s or Media.

4. Establish a method of contact with these staff members, separate from race radio contact if
possible.

Independent Contractor:
USSA requests that Race Clerk Functions of this contract be preformed as an Independent Contractor.

Contract Termination:

Notification of Termination by contractor or USSA shall be made in writing for notification to the other
party to confirm termination. All equipment, files, passwords and other USSA property shall be
returned to a USSA Representative within 5 business day of above notification date. Final Fee pay off is
addressed under Fee Structure.

Fee Structure:

Agreed upon fee will be paid in agreed upon increments of monthly or bi-monthly but no payments
will be paid in June, July, August or September. If the contract is voided by USSA, USSA will pay the
balance of the month in which the contract is voided, and one additional month. If contractor voids the
contract USSA will only owe for the current month. Other pay structure can be worked out with
Treasurer with President Approval.

Fee’s paid by USSA for Race Clerk duties in the mobile office and scoring will be paid under normal
terms for those duties and are not part of this contract.

Fee to Perform Duties:
Please read the above duties and ask question for clarifications so when it comes to compensation for
the 2019/2020 race season you will have all the facts.

Send Job Application form by August 12, 2019 to:
Leonard Wiedemeier
W2803 County B
Marinette, Wl 54143

Or Email to:
president@ussaprostar.com



