[image: ] Moon Valley Women’s Club
2019-2020

WE WANT AND NEED YOUR HELP


[bookmark: _GoBack]The following descriptions are for the Standing Committees where we need volunteers for 2019-2020.  Each Standing Chair/Co-Chair serves on the Board, which normally meets on the last Monday of the month. 

[bookmark: _Hlk2165381]Please complete and return this page to be received by Thursday, April 11, 2019.  Mail to: MVWC at 428 E. Thunderbird Rd. Box#539, Phoenix, AZ 85022.  This Volunteer sheet will also be collected at the March and April luncheons or emailed to Bev Carkeek  bcarkeek@cox.net   

Name _____________________________________________Phone ___________________________
(Please indicate your committee preference in the spaces below--- 1st, 2nd, 3rd choice)

Standing Committees:

_____	Communications Chair–Manages all written communication to members and to the community at large. Assist Newsletter Chair and Webmaster with creating a consistent and accurate message to members. Works with committee chairs to coordinate messaging on topics of interest to our members.

_____	Door Prizes--Purchase the door prizes for our monthly luncheons and the favors for the December luncheon.

_____	Fundraiser–Auction -- Organize the collection, display, and selling of items for the Auction.

_____	Lunch Hostess—Greet members and guests at our monthly luncheons.  Distribute comment cards, pencils, etc. to each luncheon table.  Arrive early at luncheons to set up and greet members.

_____	Luncheon Programs--Select the program for the monthly luncheons, present plans to the Board, coordinate with the Luncheon Chairs, and prepare the announcement of monthly programs for the newsletter.  Arrive early at luncheons to check on program set up and greet the speakers or entertainers. Prepare preview article for publication.  

_____	Luncheons--Select locations and menus for the monthly luncheons, present plans to the Board including the contract, act as liaison between the restaurant and the Program Co-Chairs with regard to program needs, and prepare the announcement of monthly luncheons including the menu for the newsletter.  Arrive early at luncheons to check on details and set up and stay to approve the bill at the end to present to the Treasurer for payment.  Prepare recap article for publication. 

_____	Name Tags and Membership--Coordinate nametags and newsletters for those attending monthly luncheons. Label, stamp, and mail newsletters to members not attending the luncheon and not receiving an email newsletter.  Arrive early at luncheons to set up.  Make dues reminder calls.  Purchase stamps & other supplies as needed.  Lists and labels are provided from our Website database by the Records Chair. 
  
_____	Newsletter—Prepare and edit the monthly newsletter (Echo).  Coordinate with the printer and Name Tag Co-Chairs for printing and pick up of the newsletters. 

_____	Photos-Takes photos of members at luncheons for inclusion in our website directory.  When needed, takes photos of special events for inclusion in our newsletter and on our website.  	

_____	Raffle--Sell raffle tickets at each monthly luncheon for a drawing for a free lunch. 

_____	Records--Maintain the Website database, including member information for the directory, activity group lists, birthday lists, etc.  Coordinate with Treasurer and Name Tags for lunch lists, nametags, guests, and food choices.   Email newsletters to members and produce mailing labels for mail delivery. 

       	Sunshine Cards--Send cards to members when necessary. Prepare a sunshine news article for our newsletter. 

_           Sunshine Flowers--Order birthday flowers and extras, pick up and distribute at luncheons from October to May.
Survey and Suggestions

Please fill out this sheet to help the Board plan the next year for our Club.  You may include your name and phone number if you want to be contacted for further information.  Otherwise this can be done anonymously.  

Please complete and return this page to be received by Thursday, April 11, 2019.  Mail to: MVWC, 428 E. Thunderbird Rd. Box#539, Phoenix, AZ 85022. These will also be collected at the March and April luncheons or can be emailed to Bev Carkeek at bcarkeek@cox.net  

Ideas for luncheon locations:  _________________________________________________________________________________________________
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Ideas for luncheon programs: _________________________________________________________________________________________________ _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Ideas for new Activity Groups: (Please indicate if this is a daytime or evening group or both and provide a brief description of the activity. Please indicate if you are willing to coordinate this group.) ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Other comments or suggestions: _________________________________________________________________________________________________ ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
image1.png
Celebrating Nearly

50 years of

Community Spiritand
Nelghborhood Frlendshlps





