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VOLUNTEER COMMITTEE CHARTER
COMMITTEE DESCRIPTION
Primary Objective: Provide people support to the CAI-CV office and to event committees as needed. 
The Volunteer Committee is the primary committee recommended to new CAI-CV members as it provides access to all the chapter’s events and programs and does not require a lot of chapter experience.  The Volunteer Committee works with the Chairs/Co-Chairs of the other standing committees to identify “jobs” for each event that are suited for volunteers.  Typically, these include helping with setup, registration and cleanup.  The Volunteer Committee leadership will contact each committee to request a list of events/programs where help is needed.  The volunteer committee will then delegate jobs to its members and report back to the event/program committee.  The Volunteer Committee also provides support to the CAI-CV office in preparation for major events like lunch programs.
STRUCTURE, ROLES & RESPONSIBILITIES
· Board Liaison – The role of the board liaison is to be the committee’s primary contact to the board of directors and serve as the committee’s lead strategic advisor to ensure committee work compliments the goals and objectives of the Chapter.  The board liaison is a board member and has authority to approve committee actions within budget to avoid delays.  The board liaison is responsible for the committee’s budget and for providing monthly reports to the board of directors on the committee’s progress.  At the end of each year, in preparation for the annual awards program, the liaison will inform the Board of the member who will receive the Above & Beyond Award from that committee.  The liaison will also provide the board with input on the upcoming year’s marketing plan and budget.
· Chair – The role of the Chair is to be the main point of contact for committee members.  The chair helps craft the committee’s goals and objectives and helps keep committee members focused on positive results.  The Chair is expected to provide (servient) leadership to make sure key functions of the committee are appropriately delegated and to encourage volunteer committee members to carry out the functions they agree to pursue.  The Chair monitors the committee’s progress and reassigns functions as needed to ensure the committee accomplishes their objectives.
· Co-Chair – The Co-Chair is the primary support to the Chair and keeps track of committee business and is ready to replace the Chair at meetings or functions as needed.
· Secretary/Whip – the Secretary is responsible for maintaining the list of committee members and their contact information.  The Secretary works with the CAI-CV office to schedule all committee meetings and sends out an annual list of meetings, monthly meeting reminders, and reminders two days prior to a meeting.  At each meeting, the Secretary maintains a list of “action items” and the names of the committee members who are delegated each item.   From this list, the Secretary works with the Chair to prepare an agenda for each meeting. 
· CED – The Chapter’s executive director is a member of the committee and may attend committee meetings as needed.  
MEETINGS
The Volunteer Committee will meet monthly or as needed.  
MEMBERS
[bookmark: _GoBack]Members must be CAI-CV members in good standing.  The Committee is responsible to make a best effort to balance the committee with equal members from each of the three primary membership groups.  All CAI-CV members are welcome to join the Volunteer Committee.  There is no limit to the number of committee members.  At the discretion of the Chair, a committee member may be removed from the committee after they have missed three consecutive meetings.
REPORTS
The committee tracks attendance and delegated tasks for the purpose of properly recognizing outstanding committee service at the annual awards event.  The Board liaison reports on the committee’s goals/objectives and progress in his or her monthly reports to the Board.  
AMENDIING THE CHARTER
This charter may be amended by the Board of Directors with a majority vote.
ANNUAL REVIEWS
The committee is expected to provide annual input to the Board on committee finances including income/expense and budgeting.  The committee provides annual input to the Board on advertising and sponsorships for the upcoming year.   The committee also makes recommendations to the Board on who should be recognized at the annual awards event and who should become the next chair and co-chair.  The committee is also encouraged to apply for national recognition through CAI’s Chapter Achievement Awards if warranted.
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APPENDIX A
ANNUAL SCHEDULE
· Date of event or events.
· Important Dates
ANNUAL 2016 GOAL(S)
· The Programs Committee will help CAI-CV raise its visibility as the authority on CIDs in the Coachella Valley by:
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