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PRESIDENT  

The president is the spokesperson for the VCC. He/she is the face of the club and 
ensures that the club maintains a good community image. All officers on the 
board report to the president.  

Responsibilities include:  
● Create club meeting agendas and preside over club meetings, board 

meetings, and the annual party  
● Work with the Board to plan the year’s events, budget, policies and 

procedures  
● Manage the club permits with The Villages Recreation Department 

including requesting additional rooms for events and scheduling the annual 
party  

● Work with officers to ensure that all legal and financial responsibilities 
are met 

● Act as club liaison with SeaCoast Bank and update signature 
permissions as needed with the assistance of the club treasurer   

● Approve the appropriate recipients for the club’s charitable initiatives  
● Act as a liaison between board members and members  
● Assure adherence to all club policies and procedures             
● Oversee the Parade Chair  
● Approve refunds requested by members for special circumstances 
● Participate in all Board Meetings and Membership Meetings 
● Attend annual party 
● Advise the Board of any information regarding member or trips issues 

BOARD SECRETARY 

The secretary is responsible for keeping all records current for the membership of 
the club, keeping board minutes, and monitors the Refreshments and Club 
Meeting Greeters.  

Responsibilities include:  
● Take the minutes at board meetings, provide copies to board members on a 

timely basis, and maintain the board minutes file 
● Send out Get Well and Sympathy cards, as needed 
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● Assist the VP of Communications as requested 
● Participate in all Board Meetings and Membership Meetings 
● Assist and attend the Annual Party 
● Advise the President of any information regarding member or trips issues 

TREASURER  

The treasurer is responsible for overall financial accounts, accepting credit card 
payments through STRIPE for membership, trips, and events. He/she processes 
cash and checks for the 50/50 raffle and maintains the donut fund.  The 
treasurer makes disbursements as requested by VP Trip Operations in 
conjunction with Trip Leaders. 

Responsibilities include:  
● Work with the VCC Board to develop the annual budget 
● Provide monthly reports on the financial status to the board – 

including the bank statement and bank reconciliation 
● Provide the Club’s financial update at the monthly general 

membership meetings, as requested by the President  
● Develop ticket pricing for all trips in coordination with the VP Trip 

Operations 
● Track all deposits, expenses, fees, donations, distributions, 

reimbursements, and other financial items  
● Make local bank deposits, as necessary 
● Collect 50/50 raffle proceeds at each membership meeting  
● Pay club invoices 
● Reimburse VCC trip leaders for expenses associated with running an 

approved trip 
● Serve as primary contact with STRIPE and resolves issues with the 

Stripe credit card processing system 
● Serve as primary contact with SeaCoast Bank (Colony Plaza) 

regarding banking services and needs 
● Serve as back-up contact to make updates/changes to the VCC website 
● Prepare all documentation required by outside CPA firm responsible 

for preparing the annual federal income tax return 
● Renew, review and sign annual insurance policies 
● Prepare all documents needed for annual internal and/or external audit 
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● Participate in all Board Meetings and Membership Meetings 
● Assist and attend the Annual Party 
● Advise the President of any information regarding member or trip issues 

 
VICE PRESIDENT OF COMMUNICATIONS  

The vice president of communications has the overall responsibility for the 
effective flow of information throughout the club including news, updates, 
announcements, and registrations.  

Responsibilities include:  
● Appoint an assistant(s) to assist with trip postings if needed  
● Post trips/events in Membership Works 
● Work closely with the VP Trip Operations and the Treasurer to ensure 

that all trips and events are posted in a timely manner  
● Prepare draft trip announcement and send to Trip Leaders for review and 

approval   
● Maintain a master schedule for announcements, reminders, closings, final 

emails 
● Monitor the wait list and provide information and assistance to the Wait List 

Coordinator 
● Keep the history of previous trips/announcements  
● Provide final trip emails to the trip participants 
● Work with the VCC Board to develop the annual budget 
● Monitor and maintain the club web page and make changes as needed 
● Participate in all Board Meetings and Membership Meetings 
● Assist and attend the annual party 
● Advise the President of any information regarding member or trip issues 

VICE PRESIDENT OF TRIP OPERATIONS  

The vice president for trip operations has the responsibility to work with trip 
leaders, dine-out leaders and event leaders to provide a full schedule of trips, 
dine-outs and events to the club. He/she will confirm, schedule, and facilitate a 
minimum of two trips (with one or more dates scheduled) each month, except 
July and August, as well as any multi-day trips.  
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Responsibilities include:  

● Encourage members to become trip leaders and review trip leader 
responsibilities 

● Solicit and generate trip ideas from the membership  
● Assist trip leaders to ensure trip details are arranged for each trip and ALL 

trip forms are completed in full 
● Maintain a master list of all trips “in planning” and all trips taken by the 

club, along with any feedback 
● Prompt prospective trip leaders to submit trip information timely via the Trip 

Planning Sheet located on the Club website 
● Encourage prospective trip leaders at monthly meetings  
● Remind trip leaders to provide a map for trip participants 
● Work with VP Communications to ensure all relevant trip information is 

provided and included in draft trip announcement sent to trip leaders 
● Review recommended trip pricing as provided by the Treasurer and 

approve or recommend changes to Treasurer  
● Work with the VCC Board to develop the annual budget 
● Assist and attend the annual party 
● Participate in all Board Meetings and Membership Meetings 
● Advise the President of any information regarding member or trip issues 

 
MEMBERSHIP CHAIR  
 
The Membership Chair is responsible for keeping all membership records current 
and accurate. The Membership Chair must ensure timely processing of new 
memberships received via email.  
 
Responsibilities include:   

● Process all new memberships received via email communication from 
membership system 

● Twice per year, create/update the new member welcome letter, working 
with VCC President 

● Ensure all instructions provided in the welcome letter align with current 
VCC procedures and practices   

● Set up the annual membership renewal notice letters before October 15 of 
each year in Membership Works and create the timeline for the 1st, 2nd 
and final notices to be emailed to members  
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● Troubleshoot annual renewal processing issues as received from VCC 

members   
● Troubleshoot member logon issues or questions about Membership Works 

received from VCC members 
● Serve as primary liaison with Membership Works to resolve member logon 

issues 
● Provide a current and accurate membership listing to VCC Board 

members, as requested  
● Review and modify, as appropriate, all new member profiles to ensure data 

entered is compliant with VCC requirements 
● Place the monthly order of VCC name badges to 3rd party vendor no later 

than day 3 of succeeding month  
● Ensure name badges received are accurate 
● Package name badges with a VCC car sticker for distribution at next 

monthly VCC membership meeting  
● Schedule and host planned New Members Meeting 
● Assist and attend the annual party 
● Participate in all Board Meetings and Membership Meetings 
● Advise the President of any information regarding member or trip issues 
 

REGISTRATION/WAITING LIST COORDINATOR  
 
The registration and waiting list coordinator has the responsibility to monitor all 
active trip registrations and provide updated lists to trip leaders. He/she handles 
cancellation requests by providing names from the waiting lists.  Update waiting 
lists and registration lists as needed for each event.  
 
Responsibilities include:  

● Monitor the Wait List of all active trips 
● When notified by a member they are cancelling a trip, contact members on 

the wait list to replace the cancelled members 
● If a member cancellation for a trip is replaced, process the credit card refund 

to the cancelling member and secure payment for the trip from the 
replacement members   

● Advise trip leaders and VP of Communications with any membership 
changes for an upcoming trip 

● Serve as back-up to VP Communications, when requested, for the set up 
and communication of upcoming VCC trips/events and dine-outs   
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● Supply trip leaders with a list of all persons registered for a trip as soon as 

the trip fills, or at the cutoff date 
● The trip leader’s list includes only names, phone numbers, and emails 
● At 5 days before a trip, dine-out or event, provide a final list of trip 

participants and copy the VP of Communications and the VP of Trip 
Operations 

 
DINING OUT HOST  

The dining out host is responsible for selecting a restaurant within the local area 
(drive time 1 hour or less) each month, except July and August, which is at the 
host’s discretion. Make dinner reservations for the attending club members.  

Responsibilities include:  
● Research restaurants to select monthly  
● Confirm maximum number of reservations, dinner selections, cost, and 

any special requirements  
● Provide details of the event to the VP of Communications so the 

announcement can be sent out   
● Ensure the final email about the dine-out is sent to all registered 

participants 
● Refund participants who physically attended the dine-out 
● Coordinate travel at designated meeting place and provide maps 

 
 
GREETER 
 
The Greeter welcomes our members and guests at the door upon arrival at each 
Members Meeting.  This role should be held by someone who is very friendly.   
 
Responsibilities include: 

● Guide prospective members to the refreshments and coffee stations 
● Ensure prospective members meet with the Membership Chair  
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50/50 CHAIR  

The 50/50 chair is responsible for coordinating the 50/50 raffle held at each 
monthly members meeting.  

Responsibilities include:  
● Staff the 50/50 table at the back of the meeting room each month  
● Bring tickets and money box for ticket sales  
● Count total dollars collected and determine prize amounts   
● Award prize amounts at the end of the meeting  
● Give the club’s share of the 50/50 money to the Treasurer or President for 

deposit 
 

 
REFRESHMENTS CHAIRPERSONS 
 
The refreshments chair has the responsibility to provide fresh coffee and donuts for 
each club meeting. This position can be held by more than one person. 
 
Responsibilities include:  

● Make sure coffee, tea etc. are stocked at the club’s appointed Recreation 
Center building before each monthly meeting 

● Recreation Dept staff will make the coffee, provide hot water, and provide 
cold water for the membership event 

● Order appropriate number of donuts for each monthly membership meeting 
● Pick up the donuts before the monthly meeting and set up the refreshment 

table with donuts, napkins, and donation jar 
● Purchase creamers, napkins, stirrers, cups, and sweeteners as needed 
● Set up coffee and tea station each month before the monthly meeting. 
● Coordinate with the recreation center staff regarding the supply of coffee etc. 
● Submit receipts to the Treasurer for reimbursement 

 


