Langley Alumni Association
IT Chair Responsibilities


[bookmark: _Hlk206930021]By-laws Document – IT Committee Chair:  The IT 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 - IT Committee: The IT Committee is responsible for the operation and maintenance of the Board’s electronic devices. Its duties include:  
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 (Policies/Policy #1/Section 2/Bullet 6).

Responsibilities:

· Within two days or less after the monthly meeting, provide the secretary with the on-line attendance list and on-line transcript of the general membership and board meetings
· Within a week or less after the monthly meeting, download, edit/trim as necessary, the general membership speaker talks and upload to the NASA LAA YouTube channel
· Annually review all IT committee documentation for changes/updates as necessary

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. February 6, 2026
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Affiliations:  Coordinates with LAA Board Members concerning meeting documentation.  Interacts with LAA Members who are online during meetings, Office of the Director Representative, and B2101 Audio Visual Engineer concerning technical issues during meetings.

IT knowledge/requirements:  Email address; software compatible with Microsoft Word, Excel, PowerPoint; Teams (if not able to attend every meeting in person and/or for other non-monthly special meetings); uploading to YouTube; and free account to Box website (document repository).
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