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Introduction:	The Langley Research Center (LaRC) Alumni Association (LAA) Bylaws establish the purpose, membership, and management of the LAA.  The purpose of this Policies and Procedures (P&P) document is to define how the Bylaws are implemented.
In the event that a conflict arises between these P&P and the Bylaws, the Bylaws will take precedence.
These P&P may be amended by a majority of the voting members of the Board of Directors (Board).  Any changes that are approved shall then be described to the General Membership.  The members have the right to suggest modifications to them or to propose new policies and procedures to the Board.
Policies
Policy I:	Committees
The Board shall have the following Standing Committees, which are composed of members in good standing: Membership Committee; Nominating Committee; LaRC National Advisory Committee for Aeronautics (NACA)/ National Aeronautics and Space Administration (NASA) Hall of Honor Committee; Website and Publications Committee; Programs Committee; and IT Committee. The President appoints the Standing Committees’ Chairs and may also appoint Ad Hoc committees. 
Section 1 – Term of Office 
The Chairs of each Standing Committee shall serve a term of one (1) year.  The President may replace a chair before the end of the term or appoint a chair for additional terms.
Section 2 – Duties of the Committees 
1. 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.  
2. Nominating Committee 
The Nominating Committee shall provide the membership with a slate of nominees for Member-at-Large positions when these positions become vacant. The Nominating Committee shall also provide a slate of nominees for Executive Committee positions and oversee all elections.
3. LaRC NACA/NASA Hall of Honor Committee 
The LaRC NACA/NASA Hall of Honor Committee, in partnership with LaRC, shall maintain the Hall of Honor (HoH), to honor distinguished LaRC employees for their exemplary careers and contributions to the NACA, NASA, and the nation. The HoH also provides a focused opportunity for the local aerospace community to reflect on the contributions of these notable individuals who made enduring impacts on aerospace sciences.  Aerospace sciences is intended to be inclusive of all NASA mission directorate activity in aeronautics and space flight research, engineering, and technologies as well as Earth sciences.
4. Programs Committee
The Chair of the Programs Committee shall be the Vice President unless the President appoints another individual. The Programs Committee is responsible for scheduling speakers for the General Membership meetings and organizing activities defined by the Board such as the Summer Picnic and Fall Luncheon. 
5. Website and Publications Committee 
The Website and Publications Committee shall facilitate communications with the members and manage publications. This Committee is responsible for updating and maintaining items such as the website, LAA flyers, annual report, and producing periodic newsletters. 


6. Information Technology (IT) Committee 
The IT Committee is responsible for the operation and maintenance of the Board’s electronic devices. Its duties include the following:
a. Preparation of the Board’s laptop and coordination with NASA Langley LaRC conference support personnel for conduct of hybrid General and Board meetings 
b. Recording of meetings 
c. Storage of meeting recordings on an appropriate publicly available website
d. Production of transcripts from recordings, to include the meeting start and end times, and the on-line (virtual) meeting attendance
e. Monitoring the records@larcalumni.org email account
f. Administration and maintenance of digital records archival and other online accounts such as those on Box, Microsoft, and YouTube
g. Facilitation of the archival of records produced by the LAA
h. Ensuring that Board members are aware of the need to safeguard the PII data they have access to (e.g., membership roster)
The LAA makes use of third-party services and accounts for records storage and to provide content to members and the public.  Examples include Box and YouTube.  The LAA shall develop a mitigation method for each account to ensure access to LAA data if the primary account holder is not available.

7. Ad Hoc Committees 
Ad Hoc committees are authorized for a period of up to one (1) year at a time.  Any LAA member may propose the creation of an Ad Hoc committee to the President.  Ad Hoc committee chairs are not eligible to vote on Board matters unless they are also a Board member.
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Policy II: 	Badges for Access to LaRC
Physical access to the NASA Langley Research Center requires that the person be issued a badge by LaRC.  LAA members that have Center access independent of the LAA (for example still-active civil service or contractor employees or Emeriti Langley Associates (ELA, formerly known as Distinguished Research Associates)) may access LAA functions using their existing badge.  For others the LaRC may issue either a Visitor Badge or an Activity Badge upon request of the LAA badge liaison to LaRC (the Membership Committee Chair or the President or Vice-President).  The policies governing these badges are defined by NASA in LAPD_1600-7B, NPR 1600.4B, and NPR_2841.1 as implemented by the LaRC Office of Security.  The LAA's alignment to these policies regarding their implementation and the eligibility of LAA members has been developed (and shall be revised as needed) in close collaboration with the Office of Security and the Office of Director.

The purpose of the badge is to permit physical access to members for LAA functions.  For rare visits to LaRC the LAA should request a single-day Visitor Badge for that member.  For more frequent access needs the LAA may request that LaRC issue an Activity Badge valid for up to 12 months.  The threshold for the frequency of participation required to hold an Activity Badge has been set in collaboration with LaRC Security and is documented in the Badge Policy.  The Badge Policy also provides examples of permissible uses of the badge and limitations on its use. 

The Badge Policy is maintained as a stand-alone file (Appendix 1) for ease in use while admitting new members, and to enable changes if needed (for example in response to changes in NASA policy) independent of the need to vote on a revised Policy and Procedures.  It is used during membership application (Appendix 2) to inform new members of these policies and gain agreement to comply.  NASA-driven changes to badge policy may be immediately reflected in a document update (by the Membership Chair in collaboration with the LAA President) and executed.  The Board will be informed.  LAA driven changes will be approved by the Board.  All amendments to the Badge Policy shall be made in collaboration with LaRC representatives to include Office of Director and Security as appropriate.  
Policy III:	LAA Membership Definitions
1. Member:  A person admitted for membership in the LAA on a dues-paying status (yearly dues or Lifetime member) and has not become a Past Member (see definition in Part 2).  

Good Standing
a. A member is in good standing if dues are paid (by January 31 of each year following the year that the member joined).  For some LAA membership privileges (e.g., LaRC Activity Badges and access to organized group events), a member ceases to be in good standing and therefore is not eligible for them if the dues are not received during a grace period that ends on March 31.  Good standing does not guarantee issuance of an Activity Badge, as additional criteria must be met (see Policy II).
b. Lifetime Members are considered dues paid for life.
c. A member may be removed from good standing based on his/her actions that harm or reflect poorly on the LAA and/or its relationship to LaRC.
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2. Past Member:  Members are considered to be Past Members (their LAA membership ends) if their yearly dues have not been paid for one (1) year.  For example, if 2024 dues are not paid and not brought up to date by the end of January 2025, when both 2024 and 2025 dues would be required, the member is considered a Past Member on February 1, 2025.

Policy IV:	Communications
The Communications Officer maintains two separate distribution groups: Members and Past Members.
The LAA maintains routine communications with the Members group. This includes: meeting notices, LAA events announcements, requests for assistance from LaRC, and announcements of any other activities related to the LAA.
The Past Members group shall not receive the routine messages sent to the Members group. The Communications Officer may send other emails to the Past Members group (e.g., newsletters or invitations to re-join the LAA) at his/her discretion or based on requests from the other Officers or Board Members.

Policy V: 	Dues
There are two (2) types of membership dues: Annual and Lifetime.  Annual dues are Ten Dollars ($10.00) per year, paid to the Treasurer no later than January 31st of the current membership year.  A Lifetime membership is purchased with a one-time payment of $100.00.  Annual dues are waived for new members in the calendar year that they join the LAA.  Past Members who apply and are readmitted to the LAA are not considered new members and must pay dues for the year they rejoin, however they will not be required to pay back dues for the calendar years that they were in Past Member status.

Policy VI:  Document Hierarchy and Precedence
The Bylaws are the governing document of the LAA and describe who we are and our governance.  Amendments require a vote of the General Membership.
The P&P document describes how we conduct the activities of the LAA.  Amendments require a vote of the Board.  Board-approved procedure changes may be immediately implemented prior to formal review and approval of a modified P&P file.  The Bylaws take precedence over the P&P.
The LAA Badge Policy defines the LAA implementation of and alignment with the NASA policies for issuance and use of Visitor Badges and Activity Badges.  The NASA policies take precedence over our documentation and the stand-alone Badge Policy document takes precedence over this P&P document.
Other documents may be derived from these documents and elaborate on the processes used by each officer or standing committee chair (e.g., the roles and responsibilities for each position or detailed instructions to aid the new officer or chair).  Those documents are informational and do not require formal Board approval.  The Bylaws, P&P, and Badge Policy take precedence over any derivative or more-detailed documents.  Since the derivative documents may be more easily and frequently updated, these should be consulted when updating the Bylaws or P&P for potential best practices or updates to those governing documents.

Procedures
Procedure 1:  Minutes of Membership and Board Meetings

1a.  The Secretary shall record and submit the minutes of the General Membership and Board Meetings prior to the next Board meeting, for Board approval at that meeting.  Minutes of the Board meetings shall include a list of Board members attending, including proxies.  The Secretary shall also circulate and collect a sign-in sheet at each meeting and provide it to the Membership Chair for purposes of documenting attendance for badge renewal purposes.

1b.  Minutes that have been finalized and approved may be modified at a later date.  The member proposing the modification will first provide the requested correction and rationale to the Secretary who will assess the need for the revision with the member.  If the Secretary makes the decision to go forward they will bring the request to the Board. An amendment requires a two-thirds vote, unless previous notice of the proposed amendment has been given or the amendment does not affect the results of any voting or decision-making, when only a majority vote is required for its adoption. This voting requirement is necessary for the protection of the records, which otherwise would be subject to the risk of being tampered with by temporary majorities.

Procedure 2:  State and Federal Legally Required Reporting

The LAA is a non-stock corporation in the Commonwealth of Virginia and has received tax-exempt status from the Internal Revenue Service (IRS).  The LAA has also received exemption from most, but not all Virginia sales taxes from the State Department of Taxation. The LAA is required to make reports to those Governmental entities because they are required by State and Federal Law. These reports shall be submitted by the LAA Treasurer or designee.  The LAA Treasurer is its Registered Agent and shall report to the Board when such submissions have been made. 


These submissions include the following:
a. Annual re-registration with the State Corporation Commission, with a $25 annual registration fee (subject to change) by July 31st of each calendar year.
b. Filing with the State Corporation Commission to update information about the current officers as needed, on-line with no fee required, to be completed within 30 days of any changes.
c. Filing with the State Corporation Commission to change the Registered Agent (who must be a member of the Board or a lawyer) as needed, on-line with no fee required, to be completed within 30 days of any changes.
d. Filing IRS Form 990N on-line annually, with no-fee required, by May 15th each year.  Failure to file can result in the loss of our tax-exempt status.
e. Re-registration with the State Department of Taxation to renew the Certificate of Tax Exemption before the December, 2027 expiration date.
Procedure 3:  Annual Reminders for Dues

The Treasurer will ensure that calls for dues are sent in December and reminders for unpaid dues are sent in February.

Procedure 4:  LAA Key Records and Use of Shared File Storage

The LAA Box account is the primary method used to store and archive its digital records.  At a minimum, key records shall be kept on Box.  The following records are considered Key Records for the operation of the LAA.  The Officer or committee chair with the primary responsibility for each key record shall have a Box account and ensure that updates are posted to Box.  Guidance on storage locations on Box are included in ”Guide to the LAA Box Structure (Jan 2025)”.  All Board members may view and download any file that they have access to but shall not edit or upload replacement files absent coordination with the primary file holder. While not a Key Record for operational continuity, Marketing and Outreach materials (e.g.; brochures, flyers, external annual reports) should be stored on Box to facilitate access for any Board member in representing or recruiting for the LAA.  The Board Member with primary responsibility for each record is noted below.

Bylaws and Policy & Procedures  (President)
Membership Roster (current and archived)   (Membership Chair)
Membership Applications   (Membership Chair)
Archive of past meeting agendas, presentations, minutes, attendance  (Secretary)
Consent to photograph forms   (IT Committee Chair)
Mitigation strategy for access to third party IT accounts (IT Committee Chair)
Templates or blank forms (application, badge policy, sign in sheets)  (the member responsible for the function using that form)
Treasurer’s files (Treasurer) including:
· Monthly Reports
· LFCU Statements
· Budget Plan
· Year-end summary
· Expense Form
· Supporting documents – for example checks
· IRS compliance forms

Procedure 5:  Content to be Posted on the LAA Website

General and Boarding meeting slides, final minutes from the General meeting only, speaker presentations and links to recorded video presentations, and updates to the list of New Members and Obituaries will be posted on the LAA website after each meeting.   Updates and changes to other website pages will be made on an as required basis.



Appendix 1
The LAA Badge Policy document in effect at the time of this P&P document update is shown below.  This represents Revision 2 dated June 2025, and the file name is “LAABadge Policy_Rev2_June2025.pdf”.  The most current file is posted on the LAA web site and stored on Box.  The purpose of the document is to inform prospective and current members of the current badge policies.  As noted hereinabove, the policy is developed in collaboration with LaRC Security and represents our implementation of NASA badge policies.



LAA Badge Policy
For NASA Langley Research Center issued Activity Badges
Under LAA Affiliation

Center Activity Badges may be issued to retired NASA civil service, contractor, and Army civil service employees who are members in good standing of the LAA and who require regular physical access to NASA Langley Research Center for participation in LAA functions.  

To request a new Activity Badge or to renew an Activity Badge the applicant or member agrees: 

1. To regularly participate in LAA activities to include at least 2 LAA monthly meetings in each 12-month badge period, or 1 meeting each 6 months for those holding 6-month Activity Badges.  Only in-person attendance counts toward this requirement.  
2. To remain in good standing (dues paid).
3. That badges will not be renewed if a member has not paid dues as required or does not participate in LAA activities on-site on an ongoing basis, as documented by the member’s name on the monthly meeting sign in sheets.

New members and members who have been inactive and plan to resume active participation (anyone needing a “new badge”) will be issued a 6-month badge.  Others (badge renewals) will be issued a 12-month badge with a requirement to have attended at least 2 LAA monthly meetings the past 12 months.

The applicant or member acknowledges that acceptable uses of the Activity Badge include participation in monthly meetings of the LAA and to support other LAA activities and Center functions open to the LAA.  These may include education, outreach events, group tours, mentoring, Director’s Holiday Social, social activities in the café/NACA room/Afterburner, Colloquia Series Lectures, and similar activities.  The first floor of the IESB (B2102), the Fitness Center, and garden plots are generally open areas for access with the Activity Badge.

The Activity Badge may also be used for access to other buildings and other functions (for example a colleague retirement party in offices) provided that:
1. An invitation is extended by a NASA employee, and they understand that you must be ESCORTED within the facility as would be the case for access using a Visitor Badge.  In other words, the NASA employee is responsible for you as if they had called in a Visitor Badge.
2. That you recognize that your presence represents the LAA and any security issue that may be created will reflect on the LAA and potentially have repercussions for the LAA.  (See Note below)

Note:  If you are affiliated with other Langley Exchange Activities (e.g.; Fitness Center, Garden Club ), then your presence on the Center for those functions represents those organizations.  


Appendix 2
The membership application requires that anyone requesting an Activity Badge indicate whether or not the applicant has read and agrees to the LAA Badge Policy.  The application form is a fillable PDF and the most current version is stored on Box.  The file name of the version in effect at the time of this P&P document update is “LAAapplication_September2024_fillable.PDF” and its image is shown below.
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Langley Alumni Association (LAA) Membership Application

Full Name . Spouse Name

Street Address

City. . State . Zip

Phone Number (Mobile) . Land line

Email

Retirement Year: . Years Service (NACA/NASA):

NASA organization or contract firm retired from:
U.S. Citizen: Yes |:| . No

Programs/Projects worked and area of expertise:

Willing to support Center events? (Yes/No/Maybe):

Willing to share knowledge with NASA employees/students? (Yes/No/Maybe):

Willing to serve on the LAA Board/Committees? (Yes/No/Maybe):

Requesting to be issued a 6-month Activity Badge and have read and agree to the LAA Badge Policy?

Yes No

TO JOIN LAA, preferably email this completed form to the Membership Committee Chair at
membership@larcalumni.org or bring it to any LAA Meeting.

Dues: New members PAY NO DUES during the calendar year they join. Subsequent Annual $10 dues are due in January
or members may pay $100 once to become a Lifetime Member.
Annual dues are set for each new year by the Board of Directors at the end of each year.

More LAA info is on our website: http://www.larcalumni.org/
The LAA Activity Badge Policy may be found at https://larcalumni.org/membership/
Welcome & Thank you for joining the Langley Alumni Association (LAA)!

For Membership Committee use:
Date Application Received: Date Approved:

Initial due paid: Date: Amount: Mode (cash/check):




