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Proposed Standing Committees   
Descriptions and Board Oversight Responsibility  

 

# Committee Name 

Responsible 

Board Member  Primary Committee Responsibilities & Duties 

1 Membership Committee President 

Manage the Membership program; hold annual membership drives, manage kee cards, 

track member data in conjunction with the office, provide the new resident orientation, 

engage in welcome wagon activities, disseminate information to new residents, develop 

and implement a Membership Plan  

2 Volunteer Committee Secretary 

Manage the Volunteer program; implement recruitment and retention programs, develop 

activities related to volunteer engagement, hold recognition events, coordinate volunteers, 

maintain and update volunteer list & food handler certificates; develop and implement a 

Volunteer Plan  

3 Communications Committee At-large 

Oversee all aspects of Citizen newspaper and DVRC printed materials for distribution.  

Manage social media and website, i.e., monitor the development, operation, maintenance 

and upkeep of all social media and the website to ensure information is accurate and 

current; work with the webmaster to provide timely information  

4 

Outreach (Marketing) 

Committee Vice-President 

Manage the Marketing Plan; conduct all internal and external marketing programs, 

develops and implements marketing strategies and promotional campaigns to advertise and 

market the community, ensures the standardization of organizational materials (logo, 

designs, etc.) on print projects, oversees fundraising events and vendors, proofreads and 

finalizes print and electronic projects produced by committees and others within the DVRC 

organization; develop and implement a Marketing Plan 

5 Finance and Budget Committee Treasurer (Chair) 

Oversee all budgetary and financial decisions, administer dues increases, track and report 

financial data, help prepare monthly and annual budgets and financial statements, monitor 

financial transactions, recommend budget modifications, coordinate the annual audit, 

review tax documents, develop policies and procedures to ensure effective and efficient 

accounting, ensure compliance with current methodologies and practices    

6 Indoor Programs Committee At-Large 
Oversee and promote community interest in hobby, craft and indoor activities. Solicit 

suggestions from members for improvement and ideas regarding activities and programs 

 

 

 

 

 Governance Committee Vice-President 

Administer DVRC Articles of Incorporation, bylaws, rules & regulations, policies & 

procedures, contracts, leases, insurance coverage, board recruitment and nominating 

committee; solicit input for changes to governance documents and prepare amendments as 

needed; maintain and update records and manuals, oversee compliance with state, federal 

and local government rules and regulations, ensure policies and procedures are kept current 
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and are routinely reviewed for accuracy, appropriateness and content; negotiate, review 

and prepare contracts and leases, monitor contracts and leases for compliance and renewal; 

negotiate and oversee insurance policies and coverage for the organization   

8 

Compliance & Neighborhood 

Watch Committee  Maintenance  

Investigate and respond to complaints filed by residents, oversees Neighborhood Watch 

program. Involve appropriate governmental agencies as needed, work with all parties to 

resolve disputes and complaints; hold neighborhood watch meetings and implement 

necessary features of the neighborhood watch program, actively promote the intent and 

need for the compliance committee and the neighborhood watch program 

9 Development Committee  President  

Act as liaison between the Board and office to carry out necessary administrative duties 

pertaining to strategic plan development and implementation and related goals and 

objectives to achieve DVRC mission; develop short, medium and long-range plans for 

projects, programs and activities; review and update plans as needed to ensure plans meet 

current and future requirements and objectives of the community, ensure information is 

disseminated to appropriate parties and members, conduct surveys, data gathering and 

analysis, as required; provide administrative assistance to the Board 

10 Entertainment Committee Secretary  

Provide entertainment at Farnsworth Hall and oversee hall rentals; plan, produce and 

oversee all performances and shows; works in conjunction with Special Programs & 

Kitchen Committee    

11 

Personnel &Compensation 

Committee At-Large 

Monitor employee-employer relations, coordinate hiring activities, prepare requests for 

salary/benefit changes, develop and implement a wage/salary scale, develop job 

descriptions and recommend changes; develop and implement a Succession Plan to 

continually assess personnel needs and turnover risk, develop and implement personnel 

policies and procedures, ensure annual performance reviews are conducted, participate in 

grievance & disciplinary hearings, confirm compensation best practices are being 

adhered to, continually assess employee benefits, individual needs and training 

opportunities; oversee internship program; ensure the Employee Manual is 

reviewed by employees and its content is kept current  

12 

Special Programs & Kitchen 

Committee At-Large 

Special programs may include such events as fundraising dinners, potlucks, craft shows, 

special celebrations, member parties, Veterans day, and other events that may or may not 

raise money; oversee kitchens at Farnsworth and Read Halls to ensure compliance with 

Maricopa County and state policies and regulations, as well as oversee purchasing and 

inventory of material goods and manage outside rentals of DVRC properties 
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13 Outdoor Programs Committee Maintenance  

Oversee  memory brick garden, nature trail, common areas, outside activity areas; promote 

interest in outdoor activities; encourage new ideas related to sports and leisure activities 

and improvements to grounds and facilities  

14 Executive Committee Treasurer 

The executive committee shall be comprised of approximately 3 to 4 Board members and 

the office manager to facilitate and expedite discussions between regularly scheduled board 

meetings, especially during the summer months when no meetings are held. The committee 

can meet as needed, or on a regular basis. The smaller size of this committee allows for 

quicker action and more timely discussion on topics of importance or immediate urgency 

such as finances, committee requests, emergency situations, planning needs, etc. 

Discussions by the executive committee would go to the full board for final discussion and 

decision-making     
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