Langley Alumni Association
Membership Chair Responsibilities


[bookmark: _Hlk206930021]By-laws Document – Membership Committee Chair:  The Membership Committee Chair is a voting member of the LAA Board of Directors.  

The Board shall be composed of the Executive Committee (defined in Article III, Section 2), the Chairs of the Standing Committees (Policies and Procedures Document/Policy 1: Committees) and no fewer than 12 and no more than 18 Members-at-Large (Article III/Section 1).

Policies and Procedures Document - Membership Committee: The Membership Committee, in cooperation with the Communications Officer and Treasurer, shall process membership applications, verify and document eligibility for membership, and manage the process and interface with NASA LaRC to request issuance of Activity Badges and Visitor Badges that allow physical Center access. The committee also collaborates with NASA LaRC to inform eligible LaRC employees and new retirees about the LAA and recruit new members. The Membership Chair, in coordination with the Treasurer, will review the roster in the first quarter of each calendar year to identify members who have not paid yearly dues and provide reminders to them. This review shall be repeated in the last quarter to identify members who will become Past Members if dues are not paid that year, to communicate the situation to those members. The Membership Committee is responsible for maintaining the membership roster and notifying the members of any changes to their membership status (Policies/Policy #1/   Section 2/Bullet 1).

Responsibilities:

· Operational: Membership Chair
· Process applications and welcome new members
· Maintain the membership roster in Excel spreadsheet format on Box (document repository)
· Manage the activity badging process and ad hoc visitor badges which includes close communication with the LAA’s NASA liaison
· Provide advice and problem resolution for members
· Prepare monthly General Membership and Board meeting charts

· Quarterly: Prepare newsletter article on Membership Committee activities (ex: badge policy changes) as needed

· LAA Marketing
· Recruit members (coordinate events/volunteers, provide materials)
· Entry point for inquiries and informational replies
· Maintain/keep up to date marketing materials for membership eventsRev1 updated February 4, 2026
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· Coordinate with Langley personnel on marketing activities (B2102 poster, info to contractors, table in cafeteria, etc.)

Ad hoc meetings/emails:  As special topics/concerns arise, there may be times that meetings will be needed with the President, other Board members and NASA Liaison as needed.  Review of emails to process applications and answer member questions happens throughout the month.

Affiliations:  Both roles within the Membership Committee involve close coordination with the President, Vice President, Treasurer, Communication Officer, our NASA liaison, other LaRC offices (ex: Badge and Pass Office), and LAA members and applicants.  

IT knowledge/requirements:  Email addresses (one being an @larcalumni.org email that will be provided that is connected to the membership@larcalumni.org address we use on our marketing materials); software compatible with Microsoft Word, Excel, and Powerpoint;  Teams (if not able to attend every meeting in person and/or for other non-monthly special meetings); and free account to Box website (document repository).  For special meetings Zoom might be an option.
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