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The officers of the Anthill Village Community Garden (AVCG) shall share and/or rotate these 

responsibilities: 

 

This list reflects how the 2017-18 officers are sharing the duties: 

 

Duty /Responsibility Time spent Officer /Crew /Assignee 
Attend monthly Steering Committee Meetings. 
Be prepared to discuss and vote on issues.   

SC meeting is 1.5 
hours per month; 
prep may be 30 - 
60 minutes 

All officers 

Collect agenda items, issue agendas for  Steering 
Committee Meetings. 

30 - 60 minutes per 
month 

Francois is the responsible 
officer 

Write Minutes for Steering Committee Meetings, 
collect edits and submit to IT /Communications Crew 
for posting on the website. 

30 - 60 minutes per 
month 

Marie /member-at-large, is 
the responsible person. 

Monitor AVCG email account. 
Read all email in a timely manner (at least M-W-F). 
Respond or forward email to applicable officer or crew 
leader, responding to sender acknowledging receipt of 
email, if applicable. 

4 - 4.5 hours in a 
busy month 

Becky is the responsible 
officer 

Maintain the club's website. 
Update calendar, resource lists, minutes of meetings, 
photos, etc. 

 Becky is responsible officer; 
assigned to Communications 
Crew 

Monitor pest management efforts.  Becky handles invertebrate 
pests; Francois coordinates 
with vertebrate crew. 

Maintain the club's tools, the shed, wheelbarrows, etc.  Francois is the responsible 
officer;  assigned to the 
Equipment and Fence Crews. 

Check-in monthly with assigned crew leaders. 
Ask crew leaders how their crew's duties are going and 
if there are any issues that need addressing. 
Respond to crew leaders, as needed. 
Bring issues to the Steering Committee, if needed. 

30 minutes per 
month 

All officers 

Maintain waiting list. 
Add interested people to the waiting list. 
Notify people when they are close to the top of the 
waiting list to see if they are still interested in joining 
the club and working a plot. 
Send membership documents to #1 on the waiting list 
when a plot becomes available. 
Edit the waiting list, as needed. 

 Becky is responsible officer; 
duties assigned to Admin 
Crew 

Coordinate educational and social events  Sheila is responsible officer; 
assigned to Educ & Events 
Crew 
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Assign available garden plots in chronological order 
from the waiting list, if there is one, giving priority to 
current UCI students to maintain at least ten percent 
of all garden plot assignments to current UCI students 
and to ensure that fifty percent of all plot assignments 
are to members who are officer-eligible (current UCI 
faculty, staff or students). 

30 minutes per 
new  plot 
assignment 

Sheila is the responsible 
officer; Admin Crew provides 
information 

Handle club business. 
Register the club annually with UCI's Student Life & 
Leadership office. 
Order compost drops. 
Contact, as needed, UCI Facilities re mowing weeds 
near the garden. 
Interact with University Hills re green waste bin. 

 Sheila is responsible officer 

Ensure garden plots are maintained in accordance with 
the Membership Agreement (Appendix I of 
Constitution & Bylaws). 

1 hour per month Sheila is responsible officer; 
duties assigned to Inspection 
Crew 

Maintain accurate records of income and expenses. 
Record dues payments; deposit checks /cash into 
club's bank account; provide budget report at monthly 
Steering Committee meetings. 
Collect receipts, pay bills, such as water, pest 
management, repairs; issure reimbursements. 

 Sheila & Francois are 
responsible officers; duties 
assigned to Admin Crew 

Develop the annual budget; manage the club's budget, 
accounts and expenditures. 

Usually part of 
Steering 
Committee 
meetings 

All officers are responsible; 
Admin Crew assists 

Conduct annual elections; notify club members of 
results. 

 All officers responsible; 
assigned to Admin Crew  

Plan and participate in annual Renewal Fairs. 
Update forms; send out notices & forms to 
membership; collect forms and payments; provide 
information, snacks and drinks. 

8 - 9 hours annually All officers, Admin Crew and 
Events Crew 

Collect dues and record payments; maintain 
membership list. 
Maintain paper and electronic files. 

 Becky & Sheila are 
responsible officers; duties 
assigned to Admin Crew 

 

 


