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Volunteer Position: Chairman - Welcome Committee 
Term: As appointed by the Board of Directors for a term to run concurrent with Officer Terms 
 
Duties and Functions 
- Welcome Committee Chairman will coordinate with the President and the Board the assignment of two other 

Association members to populate this Committee focused on the planning, development and implementation of 
Welcome Committee matters 

- Receive notification of new deed from community management vendor 
- Maintain working spreadsheet that includes new home and lot sales, and monitor new home builds 
- Contact local businesses, community organizations, Citrus County offices, etc., to obtain useful or helpful 

information to include in Welcome bags 
- Negotiate with businesses to try and obtain items of value to include in Welcome bags 
- Maintain list of included Welcome bag items for reference 
- Maintain inventory of Welcome bag items and alert Committee when items need to be obtained 
- Assemble Welcome bags for distribution 
- At least 2 members of the Committee will visit the home of each new resident, and be the initial face to face 

encounter representing Fairview Estates to our new residents, by providing a warm welcome to their new 
community 

- Provide contact information to new residents in case they have any questions or concerns 
- Educate new residents on website login, explaining this is the best form of communication from the Board 
- During visit to home, ask new resident for a contact phone number  
- Maintain goal of executing visit to new residents within 28 days of moving in 
- Meet quarterly to review materials for bags, and strategize visit schedule  
- As it is updated, provide a copy of the spreadsheet to CAM, President and ACB Chairman (contact information will 

be added to resident’s record on file) 
- Attend monthly Board meetings to provide updates on Welcome Committee visits/encounters 
- When there is a change of position, work collaboratively with the new Chairman to facilitate a smooth transition of 

them into their new assignment 
- Perform other related duties as assigned 


