
Langley Alumni Association
Vice President and Programs Committee Chair Responsibilities


By-laws Document - Vice President:  The Vice President is a LAA Officer and a member of the Executive Committee.  The position is a voting member of the LAA Board of Directors.  

The Vice President shall carry out all powers and functions of the President in the absence of the President.  The Vice President shall chair the Programs Committee unless otherwise directed by the Board. The Vice President shall further perform such duties as may be prescribed by the Board (Article III/Section 3).

Policies and Procedures Document- 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’s meetings and organizing activities defined by the Board such as Summer Picnic and Fall Luncheon (Policy 1/Section 2/Bullet 4).

Responsibilities:

Coordinating General Membership meeting speaker activities 
· Before meeting:
· Coordinate development of speaker list with President
· Contact potential speakers to determine availability
· Once a speaker is selected:
· Collect biography and presentation information for marketing purposes (website and Inside Langley communication); send to Website Committee and NASA Liaisons
· Secure permission to record and publish presentation
· Start process for visitor badge if needed
· Collect speaker slides and forward for loading onto NASA loaner computer
· Continue email correspondence to ensure everything is in order with the speaker
· Arrange Center or Facility tour for after meeting if appropriate 
· During meeting:
· Meet speaker and escort to meeting if they are not familiar with NASA
· Introduce speaker and present LAA gift at the end of the event/get picture taken to provide to the Website Chair.
· After meeting:
· Send a thank you email to speaker
· Upload pertinent information to Box (document repository (ex: pictures) 
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Monthly chart preparation: Prepare Vice President/Programs Chair General Membership and Board meeting charts and present them at the LAA monthly meetings.

Quarterly:  Prepare newsletter article on Vice President/Program activities

Program Activities (outreach and tours):  Currently, President and Vice President are performing the initiation and coordination of all program activities.  The Vice President is the Chair of the Programs Committee so we are looking for 2 members to join this Committee.

Program activities include close coordination with organizers (reaching out, emails/google form and spreadsheet documents), collecting information, organization, follow-up and posting on Box

· Organizing picnic/holiday luncheon
· Arrange for permission to use cafeteria
· Arrange with Cafeteria Manager for potential menu possibilities including vegetarian options
· Survey several members on menu options
· Finalize menu with Cafeteria Manager
· Prepare Google Forms for RSVP; prepare emails to be sent out to LAA members
· Coordinate with Treasurer on payment by individuals
· Coordinate with Membership Chair on visitor badge requests including follow up email to ensure they reply to info request from NASA Langley Badge and Pass Office
· Prepare name tags for attendees
· Help develop an “activity” for first part of picnic
· Distribute name tags at picnic and ensure all remaining payments are taken care of
· Organize group photo
· Upload pertinent information to Box

· Oversight/Guidance of Program activities 
· Coordination similar to monthly speaker’s activity with President, Membership Chair (if marketing activities are involved), NASA Liaisons, NASA Langley offices along with non-Langley public offices (ex: VA Space Grant Consortium, schools etc) and others to ensure program activities go smoothly.
· Coordination includes understanding program activities, emails to LAA members, collecting participants, working closely with liaison (inside or outside NASA Langley) ensuring members receive information, work through member and liaison concerns, get pictures from event of LAA members, and after event collect volunteer information (members who attended, hours worked, feedback) and update volunteer spreadsheet on Box. 
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Ad hoc meetings/emails:  As special topics/concerns arise, there may be times that meetings will be needed with the President and other Board members as needed to respond to emails.

Affiliations: Close coordination with the President on meeting presentations, speaker and outreach activity process/selection, and other LAA activities that may arise.  Coordinates with NASA Liaisons and Information Technology and Website Chairs on monthly meeting activities such as speaker marketing, meeting set-up, and LAA website updates.  

IT knowledge/requirements:  Email address; software compatible with Microsoft Word Excel, and Powerpoint, and 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.  There is an option for the Vice President to have a @larcalumni.org email.
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